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This instruction implements the requirements of Title 5, United States Code (U.S.C.), Chapter 63 (Leave),
and Title 5 of the Code of Federal Regulations (CFR), Part 630 (Absence and Leave).  It implements and
complies with DoD 1400.25-M, Subchapters 610, Hours of Duty and 630, Leave.  It also implements
AFPD 36-8, Employee Benefits and Entitlements.  It contains information needed by supervisors of civil-
ian employees paid from appropriated funds.  It explains how much leave employees earn, when and
under what conditions employees are granted annual leave, sick leave, leave without pay, and other spe-
cialized forms of leave and absence.  The instruction outlines how to determine if a specific type of
absence is charged to leave, excused without charge to leave, or considered official duty.  It applies to
full-time employees and employees with a regularly scheduled tour of duty who work less than full-time
except (a) non-US citizens employed outside the 50 states and the District of Columbia, (b) employees
serving in teaching positions in dependent schools overseas, (c) Section 6 Dependents School personnel,
(d) Presidential appointees whose rate of basic pay is higher than the maximum rate of GS-15, and (e)
employees hired on a temporary basis solely for the purpose of work on a specific construction project
and paid at an hourly rate.  It does not apply to Air National Guard technicians, but does apply to Air
Force Reserve civilian employees, i.e., Air Reserve Technicians (ART).  This instruction requires collect-
ing and maintaining information protected by the Privacy Act of 1974.  Records Disposition.  Maintain
and dispose of all records created as a result of processes prescribed in this instruction IAW AFMAN
37-139, Records Disposition Schedule.
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Chapter 1 

GENERAL PROVISIONS

1.1. Air Force Policy. Leave is an important and significant benefit for all employees.  There is a mutual
employee-management responsibility to plan and schedule the use of annual leave throughout the year.
The scheduling of leave is so important that by law it is a prerequisite to the restoration of annual leave
that may be forfeited because of exigencies of the service or because of sickness.  Managers must admin-
ister leave and excused absences on a uniform and equitable basis within the scope of applicable laws and
regulations.  They must base their decisions to deny leave requests and cancel approved leave on the
necessity for the employee’s services.  Denial or cancellation of leave is not disciplinary in charac
must not be used as a punitive measure.  In granting leave, managers must consider the needs 
Force and the welfare of the employees.  Authority to approve leave requests is normally delegate
lowest supervisory level having personal knowledge of the work requirements and the employee
record.  The Standard Form 71 (SF 71), Request for Leave or Approved Absence is available for 
pose of requesting leave.  

1.2. Responsibilities of Installation Commanders, Heads of Serviced Organiza tions, Supervisors,
and Employees.

1.2.1. Commander to Whom Appointing Authority Is Delegated (unless otherwise specified in
vicing agreement under AFI 36-105, Civilian Personnel Servicing Arrangements).  NOTE:  Installa-
tion commanders may designate the Civilian Personnel Officer to act for them in carrying ou
functions.

1.2.1.1. Administer leave according to law and regulation.

1.2.1.2. Establish local policy as authorized in this instruction.

1.2.1.3. Ensure personnel are informed of their rights, responsibilities, and administrative re
ments.

1.2.1.4. Assist operating officials in carrying out assigned responsibilities.

1.2.1.5. Identify and promptly correct sick leave abuses.

1.2.1.6. Ensure compliance with applicable directives in reporting and certifying time and 
dance.

1.2.2. Installation Commanders or Heads of Serviced Organizations.  Establish appropriate 
administrative procedures for requesting and receiving approval of leave, and specify those s
sory levels authorized to approve leave.

1.2.3. Supervisors or Team Leaders Authorized to Approve Leave:

1.2.3.1. Ensure that all employees under their supervision are informed of the procedur
must follow in requesting and using leave.

1.2.3.2. Ensure that all absences from duty are appropriately charged according to applicab
and regulations.
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1.2.3.3. Request advice and assistance from the servicing Civilian Personnel Flight (CPF) when
there is a question concerning employee entitlements and the type of leave appropriate to the situ-
ation.

1.2.3.4. Establish leave schedules by 15 February of each year and verify them not later than
30 August to ensure that all employees are given a reasonable opportunity for a vacation and to
use any leave they would otherwise forfeit at the end of the leave year.

1.2.3.5. Approve annual leave requests or projected annual leave when work schedules permit.
When a request for annual leave cannot be initially approved or is subsequently denied, then make
every effort to reschedule the annual leave commensurate with the needs of the organization and
the desires of the employee.

1.2.4. Employees must:

1.2.4.1. Be dependable and regularly report for work.

1.2.4.2. IAW applicable procedures, request leave in advance, and cooperate in rescheduling
leave when necessary.

1.2.4.3. Report unexpected absence to the supervisor and request approval for the absence
according to established policies.

1.2.4.4. Comply with DOD Directive 5200.2, DoD Personnel Security Program and AFI 31-501,
Personnel Security Program Management, when planning travel to a foreign country during a
period of approved leave.

1.3. Charges to Leave. The minimum charge for either annual or sick leave is 15 minutes and additional
leave is charged in increments of 15 minutes.  Absence in a nonpay status (Leave Without Pay (LWOP)
and Absence Without Leave (AWOL)) is charged in increments of 15 minutes for the actual time absent.
Leave is charged only on those days the employee would otherwise work and receive pay.  Leave is not
charged for an absence on holidays or other nonworkdays, except for when certain employees are paid
additional compensation for standby duty (e.g., firefighters).  Military leave is charged on intervening
nonworkdays, including holidays, falling within the period of military duty when military leave is used on
any day of that tour or consecutive tours (see paragraph 5.8.).

1.3.1. If an employee is unavoidably absent or tardy for less than 1 hour, for a reason that is accept-
able to the supervisor, the employee may be excused without charge to leave.  On the other hand, the
supervisor may decide not to excuse the absence, and may charge the employee AWOL or approve an
employee’s request for leave to cover the absence.  When an employee is charged leave for 
thorized absence or tardiness, the supervisor may not require the individual to perform work 
part of the leave period charged against the leave account.  If circumstances warrant, the su
can change the charge from AWOL to annual leave, sick leave, or LWOP.

1.3.2. When an employee has insufficient annual or sick leave available to cover an approved
leave request (i.e., SF 71, Request for Leave or Approved Absence or other appropriate for
excess absence is charged in accordance with the precedence established in the Defense Fin
Accounting Service (DFAS) Leave Conversion Matrix.  See DoD 7000.14-R, Financial Management
Regulation, Volume 8, Chapter 5, Table 5-2.  If an advance of sick leave is approved later, it m
substituted for the leave initially charged.  If the approving supervisor does not approve any, or
a period of absence, the SF 71, or other appropriate form, is annotated to show AWOL.
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1.4. General Provisions Relating to Approval of Annual and Sick Leave. An employee  se rv ing
under an appointment with a definite time limitation cannot be granted more leave than the amount that
can be earned and credited before the appointment expires.  

1.4.1. If an employee whose leave record is being transferred from another Air Force activity or
another federal agency must take leave before the official leave record is received, the servicing civil-
ian payroll office determines whether the employee has enough leave available to cover the absence.
The leave balances on the last leave and earning statement are acceptable evidence.  If necessary, the
civilian payroll officer will request the employee’s leave balance by telephone or message.  If it
possible to make such a determination, the absence will be charged to leave without pay p
receipt of leave records.

1.5. Refund for Unearned Leave. When an employee is separated before earning all the annual o
leave that has been advanced, usually the value of the unearned leave must be refunded or dedu
any compensation due.  A refund is not required if the employee is separated for reasons of death
ity retirement, or resignation for physical disability that is evidenced by acceptable medical docu
tion.

1.6. Leave for Working Parents. It is Air Force policy that management be responsive and compas
ate in leave policies for working parents. 

1.6.1. Absence for Maternity Reasons.  Absence from duty for reasons related to pregnancy a
finement is charged to sick leave, annual leave, or leave without pay, depending on the circum
and availability of each type of leave.  The employee is responsible for providing notice substa
in advance of the anticipated leave dates.  Requests for sick leave are treated the same as an
for leave to cover a medically certified temporary disability.  All sick leave requested which ex
3 days must be supported by medical documentation showing that the employee is incapac
perform the duties of her position for the period covered by the certificate, unless the supervis
cifically waives this requirement.  (See chapter 3 for requests of advanced sick leave and chapter 10,
Family and Medical Leave.)  If the employee requests additional annual leave or leave witho
following confinement in order to care for the infant, supervisors should make every effort to ap
the request, work load permitting.  See chapter 10 for requirements to invoke the Family and Medic
Leave (FLMA) Act.

1.6.2. Absence for Paternity Reasons.  A male employee may request sick leave, annual l
leave without pay for the purpose of caring for his minor children or the mother of his newborn
during confinement or incapacitation due to complications arising from the delivery.  In consid
leave requests for these reasons, supervisors should follow the policies set forth in chapter 2, chapter
3, chapter 4, and chapter 10, and local policies and practices.
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Chapter 2 

ANNUAL LEAVE

2.1. Amount of Annual Leave Earned. The amount of annual leave employees earn depends on their
length of service and their basic workweek.  Employees are assigned to leave earning categories as fol-
lows.

2.1.1. Category 1.  Employees with less than 3 years of service.

2.1.2. Category 2.  Employees with 3 but less than 15 years of service.

2.1.3. Category 3.  Employees with 15 or more years of service.

2.1.4. Full-time employees earn leave as shown in Table 2.1.:

Table 2.1. Full-time Employees Hours Credit.

2.1.5. Part-time employees must have a regularly scheduled tour of duty to earn leave.  However,
credit is given for the time they are in a pay status (including the hours worked outside their scheduled
tour of duty) not in excess of 80 hours in the pay period as follows (see paragraph 2.1. for definition
of categories):

2.1.5.1. Category 1.  1 hour for each 20 hours in pay status.

2.1.5.2. Category 2.  1 hour for each 13 hours in pay status.

2.1.5.3. Category 3.  1 hour for each 10 hours in pay status.

2.1.6. No annual leave is earned within a pay period where LWOP or AWOL reaches 80 hours.

2.2. Maximum Annual Leave Accumulation. The maximum amount of annual leave that an employee
may carry forward from one leave year to another is 30 days (240 hours), or the amount accumulated
under earlier statute, whichever is greater.  Any leave to the employee’s credit at the end of the lea
that exceeds the maximum accumulation is either forfeited or restored according to paragraph 2.10.  

2.2.1. For employees on uncommon tours of duty, the following formula is applied:  Multiply
times the number of hours in the workweek; then divide the result by 40.  Using this formula, the
imum accumulation for an employee with a 72-hour standby workweek would be 432 hours
maximum accumulation for an employee with a 56-hour workweek would be 336 hours.  

2.2.2. For US citizens employed outside the United States (except for certain local hires), the
mum annual leave accumulation is 45 days (360 hours) or the amount to the employee’s cred
beginning of the leave year, whichever is greater.  Employees eligible for 45 days of cumu
annual leave are normally those who are under a transportation agreement in the overseas are

Leave

Category

40-Hour Basic 
Workweek

56-Hour Basic 
Workweek

60-Hour Basic 
Workweek

72-Hour Basic 
Workweek

First 25 Pay 
Periods in 
Calendar 

Year

Last Pay 
Period in 
Calendar 

Year

First 25 Pay 
Periods in 
Calendar 

Year

Last Pay 
Period in 
Calendar 

Year

First 25 Pay 
Periods in 
Calendar 

Year

Last Pay 
Period in 
Calendar 

Year

First 25 Pay 
Periods in 
Calendar 

Year

Last Pay 
Period in 
Calendar 

Year 
Category 1 4 4 5-1/2 8 6 6 7 12 
Category 2 6 10 8-1/2 11-1/2 9 15 11 13 
Category 3 8 8 11 16 12 12 14 24
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return from overseas, the maximum annual leave accumulation is 30 days (240 hours) or the amount
carried over from the previous leave year, whichever is greater, not to exceed 45 days (360 hours).

2.2.3. For employees who are serving in a position in the Senior Executive Service, there is a maxi-
mum limitation on annual leave accumulation of 90 days (720 hours) or the amount accumulated
under earlier statute, whichever is greater. 

2.3. When Annual Leave Becomes Available for Use. All annual leave an employee will earn during
the leave year becomes available for use at the beginning of the leave year.  Employees whose appoint-
ments are for 90 calendar days or more may use annual leave during the first 90 days of employment.  If
an appointment is for less than 90 calendar days, an employee is not entitled to annual leave until after
being employed for a continuous period of 90 days under successive appointments without a break in ser-
vice.  If an employee has a series of successive appointments, without a break in service of 1 day or more,
which then exceeds 90 days, the employee is credited with annual leave which would have accrued from
the date of initial appointment.  See paragraph 2.4.1. for procedures to request advancing annual leave.

2.3.1. Scheduling Annual Leave.  Supervisors should establish annual leave schedules, in writing, by
15 February of each year.  The SF 71 or any other appropriate format may be used for this purpose.
Supervisors should verify the established leave schedules not later than 30 August of each year to
ensure that all employees are given a reasonable opportunity for a vacation and to use any leave they
would otherwise forfeit at the end of the leave year.  Positive action must be taken before the begin-
ning of the third full pay period prior to the end of the leave year to schedule or reschedule canceled
leave so as to avoid situations where employees approach the end of the leave year with a significant
amount of annual leave that must be used or forfeited.  Written leave schedules will be used to certify
proper scheduling had been accomplished when requesting restoration of forfeited annual leave.  Fail-
ure on the employee’s part to schedule annual leave does not relieve management of its respo
to assure that the leave is in fact scheduled for use.  However, when employees choose not to
or use annual leave to avoid forfeiture, they are not entitled to have forfeited leave restored f
use.

2.4. When Annual Leave is Granted. Employees are granted annual leave to allow them time off
vacations and for personal and emergency purposes.  The use of annual leave is a right of the em
that the employee is either given an opportunity to use the annual leave, or to the extent permitted
is paid for it at the time of separation.  Except in cases of emergency, annual leave must be requ
the employee and approved by the appropriate leave approving official in advance of the absence
visors must ensure that all employees are informed of the procedure to be followed in request
obtaining approval of leave.  This includes requests for annual leave in advance of the absence a
leave for emergencies.  Supervisors should consider employees’ desires and personal convenienc
as the work situation when granting leave.  They must not make arbitrary decisions to deny leave
ever, the final determination as to the scheduling and the amount of annual leave granted at any
time is made by the supervisor authorized to approve leave.  Requests for annual leave shall be s
to the approving official on a SF 71 or other appropriate form.

2.4.1. Advancing Annual Leave.  An employee may be granted all annual leave which will be ear
during the current leave year.  However, in advancing an employee annual leave in exces
amount actually earned, the supervisor authorized to approve leave must have reasonable a
that the employee will be in duty status long enough to earn the leave granted before the en
leave year.  (For making this determination, employee’s current leave balance may be obtaine
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supervisor accessing civilian personnel data systems (Regional Applications) at the work site or by
contacting the local civilian payroll (liaison) office.)  The certification of the SF 71, or other appropri-
ate form, by the leave approving official will be accepted as evidence that any annual leave reported
has been approved.  If the employee’s employment with the government discontinues prior to e
the advanced leave, the balance of the advanced leave upon separation is considered a debt.

2.4.2. Use of Annual Leave Before Separation.  A supervisor may not grant an employee annual lea
when the supervisor knows that the employee will not return from the leave of absence to fede
vice, except when the employee:

2.4.2.1. Is being separated because of reduction-in-force or declination of transfer of fu
used to extend the separation date to attain first eligibility for retirement annuity and/or F
Employees Health Benefit (FEHB) annuitant coverage (5 U.S.C. 3502, 6302, 8905, and 
351.608).

2.4.2.2. Is being carried in a leave status pending acceptance for active military duty.

2.4.2.3. Has made application for disability retirement.

2.4.2.4. Takes annual leave prior to separation, but is present for, and performs duty 
employee’s last administrative workday (Comptroller General Decision (C.G.) B-223876).
example, an employee who is a military spouse must be present on the last duty day prio
her LWOP to accompany his/her spouse.

2.4.2.5. Takes accrued annual leave during the final hours of the last day of employment
separation, providing the employee substantially worked the entire final pay period, includin
of the last day (C.G. B-190374).  See example above.

2.4.3. Lump-Sum Payment Upon Separation.  An employee is entitled upon separation to all accum
lated and accrued annual leave credited to the employee which consists of the following:  (1) t
ular carry-over balances from the previous year, if any; plus (2) accrued and unused annua
during the current leave year, if any; plus (3) any unused restored annual leave maintained in
rate leave account.

2.4.4. Use of Annual Leave During Active Military Duty.  Members of the Reserve or National Gua
may use annual leave during active military duty.

2.5. Requiring Employees To Take Leave .  No employee may be placed on annual leave:

2.5.1. As a disciplinary measure.

2.5.2. Pending issuance of a notice of proposed adverse action, unless requested by the emp

2.5.3. During the notice period before adverse action, unless requested by the employee.

2.5.4. Otherwise, employees may be placed on annual leave as the needs of the service req
example, during a period of reduced or suspended operations or where an employee is instr
take vacation leave at a time other than at the specific time initially requested).  The required
annual leave must be based on factors that are reasonable and equitable, which do not disc
among employees, and which are not arbitrary.  (See 5 CFR Part 752 for guidance on the
enforced annual leave.)
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2.6. Substitution of Annual Leave for Leave Without Pay. Substitutions may be made in the follow-
ing circumstances:

2.6.1. When leave without pay is charged pending receipt of an employee’s leave record fr
former employing agency, credited annual leave is substituted for the leave without pay upon 
of the leave record.

2.6.2. When leave without pay is granted to an employee pending a recredit of annual leav
completion of a refund of a lump sum leave payment, the annual leave recredited upon compl
the refund may be substituted for the leave without pay, provided the employee requests the s
tion at the time the leave without pay is requested.

2.7. Substitution of Annual Leave for Sick Leave. An employee on extended sick leave (includin
sick leave for maternity reasons) may be granted annual leave to cover any part of the absence, 
the request for leave is made in advance.  Annual leave cannot be substituted retroactively for si
previously taken as a means of avoiding a forfeiture of annual leave at the end of the leav
Advanced sick leave may be liquidated at the employee’s request by a substitution of annual lea
vided the substitution is requested before the time the annual leave would be forfeited.

2.8. When Lump-Sum Payments Are Made. Normally, separated employees (including those overs
who are allowed a 45-day annual leave accumulation) are paid a lump sum for all their accum
annual leave.  There are certain exceptions to this general requirement, such as employees ente
tary service, those transferring to an international organization, those converted to a Nonappro
Fund (NAF) position, and those who are removed from a position to which they were illegally appo
An employee entering military service may elect to allow annual leave to remain in the leave acc
to receive a lump-sum payment.  Also if an employee dies, the lump-sum payment made to su
includes payment for all accrued and accumulated annual leave to the employee’s credit at the
death.

2.9. When a Refund of the Lump-Sum Payment Is Required. If an employee who has received 
lump-sum leave payment is reemployed before the end of the period covered by the payme
employee must refund an amount equal to the gross compensation received for the unexpired p
the lump-sum leave period.  This includes pay before deductions of any kind and, if applicable, d
tials and allowances received.

2.10. Restoration of Forfeited Annual Leave. Annual leave which would otherwise be forfeited ma
be restored when it is lost because of exigencies of the service or sickness of the employee, if u
leave was scheduled in advance.  Leave may also be restored when an administrative error cause
of annual leave otherwise accruable.   Before forfeited annual leave may be considered for restora
of the annual leave must have been requested, approved, and scheduled in writing before the st
third biweekly pay period before the end of the leave year.  Any leave lost by an employee subjec
Defense Base Closure and Realignment Act of 1990, during the period from 1 Oct 1992 to 31 De
shall be restored to the employee and shall be credited to the employee’s leave account.  The clo
base is an exigency of the service permitting employees to carry over use-or-lose leave without 
the criteria for restoration explained below.  See 5 U.S.C. 6304(d)(3).

2.10.1. Exigencies of the Service.  Before forfeited annual leave is restored, there must be a dete
nation that an exigency is of major importance and that an employee may not use scheduled
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leave.  The following officials, or their designee, have authority to approve exigencies causing cancel-
lation of leave:

2.10.1.1. The Administrative Assistant to the Secretary of the Air Force for all employees in the
Office of the Secretary of the Air Force and other employees not within the purview of paragraphs
2.10.1.2. through 2.10.1.4. 

2.10.1.2. The Assistant Vice Chief of Staff for all Air Staff employees not within the purview of
paragraphs 2.10.1.3. and 2.10.1.4.

2.10.1.3. The Deputy Chiefs of Staff for their employees.

2.10.1.4. An Installation Commander, his designee, or head of serviced organization as refer-
enced in paragraphs 1.2.1. and 1.2.2.

2.10.2. Exigency of the Service Approval Process.  Normally, approval of an exigency is required in
advance of cancellation of leave.  In the event of an emergency, this determination must be made as
soon after the occurrence of the emergency as possible.  As soon as it is known that leave will be can-
celed and forfeiture will be unavoidable, the supervisor initiates a letter to the designated official
explaining the exigency, and requesting approval to cancel the scheduled leave.  The supervisor coor-
dinates the letter with the CPF to ensure that the conditions for restoration in governing directives are
met, and that documentation to support the request includes, as a minimum:

2.10.2.1. The specific beginning and ending dates of the exigency period, unless the suddenness
or uncertainty of the circumstances prevents advance determination.  (The dates are needed to
establish the specific period within which the employee was prevented from using annual leave.)

2.10.2.2. The dates and number of hours scheduled which must be canceled, and when this leave
was scheduled and approved.

2.10.2.3. A description of the exigency which shows that it is of such importance that the
employee cannot be excused from duty.

2.10.2.4. A statement as to why there is no alternative to cancellation of the scheduled leave and
why use of the leave cannot be rescheduled during the remainder of the year.

2.10.2.5. The designated official renders a decision on the request and returns it through the CPF
to the originating supervisor for transmittal to the employee.

2.10.3. Establishing Restored Leave Account due to Exigency of the Service.  Promptly after the
leave year ends, the employee should submit a request for restoration of leave with the approval of
exigency attached, stating the actual number of hours lost on specific dates that could not be resched-
uled, and then forwards it through the supervisor for endorsement to the CPF.  The CPF will review
the request and upon determination that the documentation is adequate, will endorse it to the civilian
payroll office which, in turn, sends it to DFAS for establishment of a Restored Annual Leave Account,
with a copy to the employee.

2.10.4. Sickness of the Employee.  The employee initiates the request for restoration of annual leave
forfeited as a result of sickness as soon as the leave year ends and has the supervisor endorse it to the
servicing CPF.  The CPF will review the request and, upon determination that the documentation is
adequate, will endorse it to the civilian payroll office and DFAS for establishment of a Restored
Annual Leave Account, with a copy to the employee.  The employee’s request must include:
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2.10.4.1. Specific beginning and, where known, ending dates of the period of illness or incapacity
which interfered with the use of annual leave.  The supervisor has the option of requiring medical
documentation.

2.10.4.2. Dates and number of hours of annual leave scheduled which had to be canceled; and
when this leave was scheduled and approved.

2.10.4.3. Information as to why canceled annual leave could not be rescheduled before the end of
the leave year.

2.10.5. Administrative Error.  When an administrative error causes loss of leave, all leave must be
restored as long as the leave was accrued after 30 Jun 1960.  Official leave records should be used to
substantiate the amount of annual leave to be restored.  If these records are not available, an estimate
of the employee’s leave account is acceptable if accompanied by required documentation to 
the basis for the estimate.  If the employee is separated before the error is discovered, the 
leave is subject to credit and liquidation by lump-sum payment if a claim is filed within 3 years im
diately following the date of discovery of the error.

2.10.6. Using Restored Leave.  Restored annual leave must be used by the end of the leave yea
ing two years after the termination date of the exigency of the public business that resulted in
ture of the annual leave; or the date the employee is determined to be recovered and able to 
duty if the leave was forfeited because of sickness; or the date of restoration of the annual le
feited because of administrative error.  

2.10.6.1. Exceptions to the two-year rule apply for employees at Department of Defense 
installations undergoing closure or realignment under the provisions of section 4434 of 
Law 102-484, National Defense Authorization Act for Fiscal Year 1993, October 23, 1992 and
section 341 and 2816 of Public Law 103-337, October 5, 1994, National Defense Authorization
Act for Fiscal Year 1995.  A full-time employee shall schedule and use excess annual leave o
hours or less by the end of the leave year in progress 2 years after the date the employ
longer subject to 5 U.S.C. 6304(d)(3).  The agency shall extend this period by 1 leave y
each additional 208 hours of excess annual leave or any portion thereof.  A part-time em
shall schedule and use excess annual leave in an amount equal to or less than 20 perce
number of hours in the employee’s scheduled annual tour of duty by the end of the leave 
progress 2 years after the date the employee is no longer subject to 5 U.S.C. 6304(d)(3
agency shall extend this period by 1 leave year for each additional number of hours of 
annual leave, or any portion thereof, equal to 10 percent of the number of hours in the emp
scheduled annual tour of duty.  

2.10.6.2. Restored leave should be used before using regularly accrued leave, especial
small amounts (5 days or less) are involved.  In the case of large amounts of restored leav
be appropriate to prorate the use over the entire 2-year limit, or such lesser times as deem
ranted.  In all cases, where requested annual leave is to be charged to the restored leave
appropriate entry will be made on the SF 71 or other appropriate form.  The civilian payroll 
may develop local guidelines for use of restored leave.  
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Chapter 3 

SICK LEAVE

3.1. Amount of Sick Leave Earned. All full-time employees on a 40-hour basic workweek or an
80-hour biweekly work schedule, regardless of their length of service, earn 4 hours of sick leave for each
full biweekly pay period.  Employees on uncommon tours of duty, such as firefighters, earn sick leave at
a proportionate rate.  (See Table 2.1., Category 1, for examples.)  Part-time employees are credited with
sick leave in an amount equal to the amount of annual leave credited to employees in Category 1 as out-
lined in paragraph 2.1.1.  No sick leave is accrued in a pay period where leave without pay (LWOP) or
absence without leave (AWOL) reaches 80 cumulative hours, or multiples of 80 hours, e.g., 160 hours,
320 hours, or the total hours of a biweekly uncommon tour of duty. 

3.2. Use of Sick Leave. Sick leave is a qualified right of the employee and may be used only for
absences:

3.2.1. When incapacitated for performance of duties by physical or mental illness, injury, pregnancy,
childbirth, or illness from immunizations or vaccinations (whether or not required as a condition of
employment).

3.2.2. For medical, dental, or optical examination or treatment, including periodic physical examina-
tion for retention of status in a Reserve component of the Armed Forces or National Guard.

3.2.3. When a member of an employee’s immediate family is afflicted with a contagious disea
requires the care and attendance of the employee, or when, through exposure to contagious
the presence at work of the employee would endanger the health of others.

3.2.4. To participate in drug or alcohol counseling programs.

3.2.5. To make arrangements for adoption-related activities, including appointments with ad
agencies, social workers and attorneys; court proceedings; required travel; and any other a
necessary to allow the adoption to proceed.  This includes periods during which the adoptive p
home to care for the newly adopted child, as required by the adoption agency or by the court. 

3.2.5.1. Leave for adoption can be sick leave, annual leave or leave without pay.  Becau
spective adoptive parents commonly must make a commitment that one parent will rem
home for several months in order to qualify for adoption, special consideration should be g
requests for leave for this purpose.  Supervisors are encouraged to be responsive in granti
to meet the needs of adoptive parents.

For Family Friendly Leave Act (FFLA) provisions explained in paragraph 3.3. below.

3.3. Limited Amount of Sick Leave Use for Family Care. Under the FFLA, sick leave may be used 
provide care for a family member as a result of physical or mental illness, injury, pregnancy, childb
medical, dental, or optical examination or treatment; or to make arrangements necessitated by the
a family member or attend the funeral of a family member.  A full-time employee may use up to 40
(5 days) of  his/her sick leave each leave year for family care and bereavement purposes.  An a
64 hours (8 days) may be used as long as the employee maintains a sick leave balance of at least
Part-time employees and employees with uncommon tours of duty are also covered.  They may u
the average number of hours in their weekly scheduled tour of duty.  An additional amount of leav
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to exceed the number of sick leave hours normally accrued by that employee in a leave year—
used if the employee has retained an amount of sick leave which equals twice the average nu
hours in the employee’s scheduled tour of duty each week.  For example, employees working an 
mon tour of duty will have an amount of sick leave available under the FFLA each year equal to th
ber of hours worked in an employee’s weekly scheduled tour of duty (i.e., 56/60/72 hours).  In ad
an employee may be entitled to use up to the amount of sick leave the employee accrues in a le
provided they maintain a balance of 112, 120, or 144 hours based on a 56/60/72 hour per week s
The definition of a family member may be found at attachment 1 of this instruction.

3.4. Availability and Recredit of Sick Leave. Sick leave becomes available for use at the beginning
the pay period during which it is earned.  There is no limitation on the amount of  sick leave that m
carried forward from one year to another.  Any sick leave to an employee’s credit upon separatio
federal service may be recredited if the individual is reemployed on or after 2 Dec 1994 unless t
leave was used in the computation of an annuity.  (See 5 CFR 630.502(1)).

3.5. How Sick Leave Is Requested and Approved. Sick leave for prearranged medical appointmen
(including dental or optical examinations or treatment and drug and alcohol counseling sessions) 
requested in advance of the absence.  Sick leave for absence because of illness, injury, exposure
gious disease, illness of a family member with a contagious disease or other circumstances of in
which are not known in advance must be requested as soon as possible after the beginning of the
(normally within the first hour or two).  For absences of 3 days or less, sick leave must be requeste
first day and on every additional day of absence, unless the supervisor expressly relieves the emp
this requirement.  Requests for sick leave for nonemergency medical appointments, even though
ted with proper evidence, may be denied if it is determined that the employee’s services are neede
employee fails to follow prescribed procedures for requesting or documenting either emergency o
mergency sick leave, the request may be denied if the supervisor considers that there were ins
extenuating circumstances to warrant approval.

3.5.1. Absences of More Than 3 Days.  Sick leave of more than 3 consecutive workdays must
ported by medical documentation (or other administratively acceptable documentation for a
under FFLA) unless the supervisor specifically waives this requirement.  The medical docume
must be administratively acceptable to the supervisor, must cover all absence beyond the thir
day and specify that the employee was incapacitated for duty for the entire period covered
statement.  As a minimum, the physician should be requested to provide a diagnosis and an 
of the expected date of full or partial recovery as provided in (4) and (5) of the definition of me
documentation in attachment 1.  In cases of extended illness, medical documentation may
required periodically, if necessary to establish the employee’s continued incapacity to return t
For employees on standby tours scheduled on a “24 hour on, 24 hours off” basis, sick leave fo
than 2 consecutive 24-hour duty periods must be supported by medical documentation un
supervisor specifically waives this requirement.  If there is any doubt as to the validity or adequ
the medical documentation presented to support a request for sick leave, the medical office
installation may be requested to review the documentation submitted and to consult the emp
physician for additional information.  Where evidence does not justify the approval of sick leav
absence may be charged to annual leave or LWOP with the employee’s consent, or AWOL.

3.5.2. Absences Due to Contagious Disease.  Sick leave due to exposure to contagious disea
illness of a member of the immediate family with a contagious disease must be supported by m
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documentation regardless of the length of the absence.  When an employee requests sick leave
because a family member has a contagious disease, the employee must present a statement from the
attending physician to show that the family member requires the employee’s care and attend
well as the fact that the disease is subject to quarantine or isolation of the patient by public
authorities having jurisdiction.  (See definition of contagious disease in attachment 1.)  

3.5.3. Absences of 3 Days or Less.  Ordinarily, except as in paragraph 3.5.2., medical documentation
is normally not required for absences of 3 days or less.  An employee who is absent freque
short periods of illness may be advised to visit a physician for physical checkup or, if civilian m
facilities are available at the installation, may be offered a physical examination.  When there is
to believe that an employee is abusing sick leave, medical documentation may be requi
absences of 3 days or less.  This requirement must be limited to cases of suspected abuse a
imposed only when the employee has been specifically informed in writing of the requirem
advance.  Do not establish practices which require submission of medical documentation
employees for absences of 3 days or less, checkup visits to the homes of all absentees, or und
plex procedures for the approval of sick leave.

3.6. Return to Duty After Illness. Any requirement for clearance with the medical facility befo
returning to work must be limited to those specific cases where there is reason to believe that pre
work would endanger the employee’s health or would constitute a health hazard to others
leave-approving official determines what is acceptable evidence of incapacity.  If necessary, the m
officer at the installation may be asked for assistance in making this determination.

3.7. Substitution of Sick Leave for Annual Leave. If illness occurs during a period of annual leav
sick leave may be substituted contingent upon submission of supporting evidence acceptable to th
visor, which may include the requirement for medical documentation.

3.8. Disabled Veterans. A disabled veteran who presents an administratively acceptable statemen
a physician or other duly constituted medical authority showing that medical examination, treatm
absence in connection with the service-connected disability is required must be granted all sic
(including advanced sick leave), and all annual leave permitted by law, plus any leave without p
may be necessary to undergo treatment.  Except for emergency treatment, the granting of such
contingent upon the veteran’s giving prior notice of the definite periods of required absence s
arrangements can be made for carrying on the work during the absence.

3.9. Outside Employment During Sick Leave. As a general rule, sick leave is not approved for a per
of absence during which an employee engages in outside employment.  Exception is made w
nature of the employee’s illness or disability and the nature of the outside employment make it clea
dent that the employee is still incapacitated for the regular job while engaging in the outside emplo
However, before engaging in outside employment during a period of sick leave, the employee mus
the leave-approving official of the nature of the employment and furnish acceptable evidence of in
itation for duty.  NOTE:  Before allowing an individual to engage in outside employment during a pe
of sick leave, the supervisor must make every reasonable effort to furnish light duty or appropriat
duties the employee can perform.

3.10. Treatment of Injury in Performance of Duty. On the date of injury, an employee injured in th
performance of duty is considered to be in a duty status during the time required for initial examina
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emergency treatment by a federal physician or by a facility officially authorized to treat employees
injured on duty.  An employee who suffers a traumatic on-the-job injury may elect to use sick leave and/
or annual leave or 45 days continuation of pay (COP).  If the claim is denied, the employee may request
sick or annual leave to cover the period of absence.  An employee also has the option to “buy ba
leave used in relation to a job-related injury or illness.  Employees are entitled to use any accru
accumulated sick leave to their credit when they suffer a work-related illness or disease.  While a
adjudication of a claim for compensation by the Office of Workers’ Compensation Program (OWCP
employee is entitled to use available sick or annual leave, or LWOP, as requested.  However, disa
wage loss compensation benefits may only be paid to employees for periods of leave without pay.
during OWCP determination and adjudication would be paid under 5 U.S.C. Chapter 81.

3.11. Use of Advance Sick Leave. An advance of sick leave is a privilege which may be extende
employees.  It is not considered a routine or standard procedure and will be granted only after all 
stances have been carefully weighed.  Advancing sick leave to an employee so he or she can ma
80-hour balance requirement under the FFLA is prohibited.  In case of serious disability, illness, in
itation, or confinement for childbirth, employees may be advanced up to 30 workdays of sick lea
equivalent for uncommon tours of duty.  To determine the maximum amount of sick leave that 
advanced for an employee on an uncommon tour of duty, multiply 240 hours by weekly hours
uncommon tour and divide by 40 (240 x weekly uncommon tour/40=maximum hours).  Empl
requesting advanced sick leave to provide care for a family member or for bereavement purposes
advanced sick leave in an amount not to exceed the maximum allowable under the FFLA (40 ho
leave year for full time employees).  Requests for advanced sick leave may be made before or du
period of absence but no later than the employee’s return to duty.  See paragraph 3.3. for additional infor-
mation regarding sick leave used under the FFLA. 

3.11.1. In granting advance sick leave consider:  the employee’s prior sick leave history; annua
versus sick leave balance history; length of continuous employment; and whether all accumula
leave to the employee’s credit has been exhausted.  Also consider requiring the employee to
annual leave which may be subject to forfeiture.

3.11.2. When it is known that the employee is to be retired or otherwise separated, the total a
may not exceed an amount which can be liquidated by accrual before separation.

3.11.3. An application for advance sick leave must be supported by medical documentation sig
a physician or health care provider.  The medical documentation should normally address it
defined in attachment 1, and any other items, necessary for management to make a decision r
ing the application.  In all cases, a statement indicating the date the employee is expected to 
normal duties is required.  NOTE:  Supervisors are cautioned that only the information necessa
make a decision should be required.  However, until the supervisor has sufficient information
which to base a decision, no advance can be granted.

3.11.4. Advance sick leave is not granted if it is considered likely that the employee will not ret
duty for a sufficient period of time to repay the advanced leave, or if there are insufficient funds
retirement account to liquidate the indebtedness.

3.11.5. Advance sick leave is liquidated automatically through accrual of sick leave afte
employee returns to work.  Repayment is not required when separation is because of death, 
tion for disability supported by acceptable medical documentation, or disability retirement.
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3.11.6. An unliquidated advance is carried forward from pay period to pay period and from one leave
year to the next until liquidated by subsequent accrual.  If the employee requests, advanced sick leave
may be liquidated by a charge against an equivalent amount of annual leave.  When an employee sep-
arates from federal service before liquidating the advance, the balance is liquidated in the following
order by:

3.11.6.1. Charge against available annual leave.

3.11.6.2. Setoff against earned salary or unapplied savings bond balances.

3.11.6.3. Request for retirement setoff.
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Chapter 4 

LEAVE WITHOUT PAY

4.1. When Leave Without Pay (LWOP) Is Granted. LWOP is a temporary nonpay status and an
authorized absence from duty granted upon the employee’s request, or when the employee has ins
annual or sick leave, or compensatory time available to cover an approved absence.  An employ
not have to exhaust annual leave before requesting LWOP.  LWOP cannot be imposed as a pen
can an employee be required to apply for LWOP in lieu of suspension.  It must not be confuse
absence without leave (AWOL) which is charged for unauthorized absence or absence for wh
employee did not request and obtain approval of leave.  Even though the reason for requesting L
known to be legitimate, e.g., illness, injury, or personal emergency, the request may be denie
employee’s services are required or if the employee has not followed prescribed leave procedur
granting of LWOP is a matter of administrative discretion except as specified below.

4.1.1. LWOP Mandated by Law.  LWOP must be granted in the following three circumstances

4.1.1.1. A disabled veteran to cover an absence for medical treatment related to a servi
nected disability.  (See Uniformed Services Employment and Reemployment Rights Act o
(USERRA).)

4.1.1.2. A member of the Reserve or National Guard to perform military training and/or a
duty.  (See USERRA.)

4.1.1.3. An employee who requests LWOP under the Family and Medical Leave Act (FML

4.1.2. LWOP Mandated by Regulation.  If the employee has followed leave procedures, the g
of LWOP is mandatory under the following circumstances:

4.1.2.1. For protecting an employee’s status and benefits pending action by the Office of 
ers’ Compensation Programs (OWCP) on a claim resulting from a work-related illness or inj
during a period the employee is carried on the rolls while being compensated by the O
NOTE:  If an employee who is receiving compensation payments is separated, it is more ad
tratively difficult to return them to duty than if they had been retained in a LWOP status.  T
due largely to requirements imposed by OWCP.  If the employee meets the requisite requir
for continued Federal Employees Health Benefits (FEHB) and Federal Employees’ Grou
Insurance (FEGLI) enrollment, transfer FEHB to OWCP after 10 months of LWOP and tra
FEGLI to OWCP after 12 months of LWOP. (See FEHB and FEGLI Handbooks for addit
guidance.)  Employees receiving compensation should be retained in a LWOP status
months rather than separated unless there is medical evidence of the employee being u
return to work within that time.  (See 5 CFR 353 for authority.)

4.1.2.2. To avoid a break in service for career and career-conditional employees who are
dents of a military member or a federal civilian employee or who are dependents of an indi
who is employed by a public or private sector organization and who must relocate because
transfer of the head of the household.  (Dependents of a public or private sector employe
provide acceptable evidence of the requirement to transfer.  For DoD dependents, ord
acceptable evidence.)  Such employees whose travel and transportation are covered by th
sor’s eligibility, are granted LWOP upon their request for a period of up to 150 days to allo
opportunity to secure federal employment.  A resignation SF-52 must be submitted along w
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request for LWOP.  The losing supervisor may fill behind immediately as long as the projected res-
ignation SF-52 has also been submitted by the departing employee.  Additional LWOP, up to 12
months, may be granted at the option of the former leave-approving supervisor.  Also eligible
under this provision are former spouses of sponsors following death, divorce, or legal separation if
they accompanied the sponsor on a permanent change of station to the current duty station.
Because the purpose and conditions of appointment under the Schedule A dependent hire author-
ity and under the overseas limited authority are meant only for employment in foreign areas,
LWOP may not be granted to any employee serving under these authorities who is leaving that
employment for return to the United States unless the employee has eligibility for appointment
under Executive Order (EO) 12362 (as amended by EO 12721), i.e., 12 months service in the
overseas area.  An employee who is granted LWOP has to perform duty on the last duty day prior
to the start of the LWOP.  It is not appropriate to exhaust annual leave before LWOP in cases
where the basis for LWOP is that the employee must relocate because of the transfer of the head of
household.  This means they are not expected to return to work.  Annual leave is only appropriate
in instances where the employee is expected to return to work.  (See paragraph 2.4.2. for addi-
tional guidance on terminal leave.)

4.1.3. LWOP in Other Circumstances.  LWOP in other cases should be granted only when it is appar-
ent that it will result in increased job capability, protection or improvement of the employee’s h
or the retention of a desirable employee.  Circumstances in which the approval of LWOP is disc
ary include (but are not limited to) the following:

4.1.3.1. For educational purposes when the course of study is in line with work performed 
the Air Force and completion of the course would serve the best interests of the Air Force.

4.1.3.2. For protecting the rights and benefits of employees who must relocate becaus
emergency family situation.

4.1.3.3. For temporary service with a non-federal or private enterprise when it will contrib
the public welfare or when the experience to be gained will benefit the Air Force.

4.1.3.4. For service with a recognized employee organization.

4.1.3.5. For protecting an employee’s status and benefits pending final action by the Of
Personnel Management (OPM) on a claim for disability retirement, after all sick and annua
have been exhausted.

4.1.3.6. For recovery from illness or disability not of a permanent nature.

4.1.3.7. For protecting the rights and benefits of employees who request to remain at home
for a newborn, newly adopted, or sick minor child.  (See chapter 10 for more information on
Family and Medical Leave.)

4.2. Amount of LWOP. There is no maximum prescribed by law or regulation on the amount of LW
which can be granted.  Costs and inconveniences to the Air Force as a result of granting extende
include encumbrance of a position, loss of services, complication of retention registers in the e
reduction in force, obligation to provide active employment at the end of the approved leave period
of 6 months of each year towards retirement without employee contributions, eligibility for cont
coverage under FEGLI (without cost to the employee for up to 1 year of nonpay status), and pay
the employer’s share of health insurance premiums for LWOP up to 365 days.
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4.3. When LWOP is Not Granted. LWOP is not granted to an employee who is being returned from
overseas at government expense for separation.

4.4. Who Approves LWOP. Supervisors authorized to approve annual and sick leave determine (subject
to any higher administrative approval required locally) when requests for LWOP for 1 year or less may be
granted.  LWOP of more than 30 consecutive days must be made a matter of record in the Official Person-
nel Folder.  Supervisors are required to submit a Personnel Action Request (PAR) through the CPF to the
Air Force Personnel Center (AFPC) or a SF 52, Request for Personnel Action, to the local CPF prior to
granting LWOP of more than 30 days.  Initial grants of LWOP may not exceed 12 months.  If an addi-
tional grant is deemed justified, the employee’s request for extension must be submitted to the ins
commander or designee for approval.  An extension beyond 1 year may be approved only when it
interest of the federal service, or when it is determined that, because of unusual circumstan
employee would be subjected to undue hardship if the extension were denied.

4.5. Leave Without Pay-Uniformed Services (LWOP-US). LWOP-US is leave of absence to perfor
duty with the uniformed services.  When permanent civilian employees in the Reserve or the N
Guard perform military duty, document all LWOP-US on the SF-50 including actions of 30 days o
This will enable personnel/payroll offices to have a record of military service deposits for retiremen
poses and will entitle employees to make up contributions to the Thrift Savings Plan (TSP).

4.6. LWOP for Attendance at School Functions. Parents are authorized up to 24 hours of LWOP i
leave year for participation in school activities directly related to the educational advancement o
children.  This includes, but is not limited to, parent-teacher conferences or meetings with child-ca
viders, interviewing for a new school or child-care facility, or participating in volunteer activities to
port the child’s educational advancement.



AFI36-815   1 NOVEMBER 1999 23

ion
ible

ve duty
Rights
h the
-earned
es not
m mili-
 for an
less the

 return
e 5 CFR

ched-

h an
ligibility

e
each fis-
eeding

the fis-
m of 30
l Guard
ve, pre-
ng.

s who
e deter-
 fiscal
rs per
-time

ary
ilitary
Chapter 5 

MILITARY LEAVE

5.1. Military Leave Explained. Military leave is absence from duty in the employee’s civilian posit
without loss of pay (including pay for regularly scheduled overtime) to perform military duty.  Elig
employees must, upon request, be granted military leave to which entitled for performance of acti
or active duty for training.  As a result of the Uniformed Services Employment and Reemployment 
Act of 1994 (USERRA), if an employee is ordered to an initial period of active duty for training wit
Reserve or National Guard, the employee may be granted military leave, annual leave, previously
compensatory time off, previously-earned credit hours, or LWOP as requested.  Military leave do
have to be exhausted first and may be intermingled with other appropriate types of leave to perfor
tary duty.  However, if the employee (except a temporary employee) is to continue on active duty
extended period (usually more than 1 year), the employee must be placed in LWOP-US status un
employee elects to use other leave or freely and knowingly provides written notice of intent not to
to a position of employment with the agency, in which case the employee can be separated.  (Se
353.106(a).)

5.2. Eligibility Criteria. Employees entitled to military leave must meet the following criteria:

5.2.1. Be a member of a Reserve or National Guard component.

5.2.2. Be a full-time, part-time, or indefinite employee who does not have an intermittent work s
ule.

5.2.3. Be serving in an appointment that is not limited to 1 year or less.  NOTE:  Althoug
employee may serve longer than 1 year on successive temporary appointments, there is no e
until the employee serves under an appointment that is not limited to 1 year or less.

5.3. Full-Time Military Leave Entitlement. An eligible full-time employee who is a member in th
Reserve of the armed forces or a member of the National Guard accrues 15 days of military leave 
cal year.  Any military leave (not to exceed 15 days) which is unused at the beginning of the succ
fiscal year is carried forward for use in addition to the days which are credited at the beginning of 
cal year.  This means that a full-time employee may accrue and have available for use a maximu
days military leave during a fiscal year.  An employee who is a member of the Reserve or Nationa
who is not eligible for, or who has exhausted his or her military leave, must be granted annual lea
viously-earned compensatory time off, or LWOP, as requested, for active or inactive duty for traini

5.3.1. Part-Time Military Leave Entitlement.  Part-time career or career-conditional employee
are on a regularly scheduled tour of duty of 16 to 32 hours a week accrue military leave at a rat
mined by dividing 40 into the number of hours in the regularly scheduled workweek during the
year and multiplying by 15.  (Example:  A regularly scheduled part-time employee works 20 hou
week.  That employee’s entitlement to military leave is 20 divided by 40 x 15.)  NOTE:  Part
employees who work less than 16 hours per week are not entitled to military leave.

5.4. How Military Leave Accumulates. On 1 October of each fiscal year, or upon appointment, milit
leave is credited to an eligible employee’s account (prorated for part-time employees).  Unused m
leave remaining from the prior fiscal year, not to exceed 15 days, is also credited.
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5.5. Military Leave for Law Enforcement Purposes. When a member of the Reserve or the National
Guard is ordered to perform full-time active duty for law enforcement (see 5 U.S.C. 6323(b)), military
leave not to exceed 22 workdays in a calendar year is authorized.  The 22 workdays are converted to 176
hours and may be charged hourly.  This military leave can be granted only for absence during the
employee’s regularly scheduled tour of duty, including regularly scheduled overtime.  It cannot be g
for military duty performed within a period of nonpay status.  Any pay the employee receives fo
military service (other than travel, transportation, or per diem allowance) must be turned into the f
office to be credited toward the pay received in the civilian position during the employee’s absence
form the military duty.  (See 5 U.S.C. 5519.)

5.6. Military Leave for Parades or Encampments. Members of the National Guard of the District o
Columbia, (see 5 U.S.C. 6323(c)) who are ordered to serve during a parade or encampment are e
unlimited military leave for all days on which such duty is performed.  Any pay the employee rec
while on military leave for parades or encampments (other than travel, transportation, or per diem
ance) will be credited against the pay received in the civilian position during the employee’s abs
perform the military duty.

5.7. Conditions for Granting Military Leave. An eligible employee is granted any available milita
leave, annual leave, previously-earned compensatory time off, previously-earned credit hours, or
when they are ordered to active duty.  Requests for military leave must be supported by a cop
orders.  The employee is also required to submit a certification by the appropriate military office
active military duty was performed.  

5.8. How Military Leave Is Charged. Military leave granted is charged on a calendar day basis. 
charge is made for nonworkdays at the beginning and end of a period of absence on active milita
However, all intervening nonworkdays, including holidays, falling within the period of military duty m
be charged to military leave, if any military leave is used at all within the tour or consecutive tours.
military tour or consecutive tours is completely covered by annual leave, LWOP, previously-earne
pensatory time off, previously-earned credit hours, or any combination thereof, military leave 
charged for the intervening nonworkdays.  

5.8.1. When Used for Law Enforcement.  Military leave granted for law enforcement purpo
charged on all days the employee would otherwise have worked and received pay, including d
which the employee was scheduled to work overtime on a regular basis.  No charge is made to
leave for holidays or for any other day established by Executive or Administrative Order as 
workday not chargeable to leave.  Military leave for employees using the 22 days of military
granted for law enforcement purposes is charged in units of hours.  The 22 days of law enfor
leave are converted to 176 hours and charged on the same basis as annual and sick leave.  F
ple, an employee with 22 additional days of military leave for law enforcement purposes w
4-day workweek (10 hours per day), Tuesday through Friday.  He or she is absent Tuesd
Wednesday to perform law enforcement duty.  The employee would be charged 10 hours of m
leave for law enforcement purposes on Tuesday and another 10 hours for Wednesday and ha
ance of 156 hours remaining.

5.8.2. When Applied to Alternate Work Schedules.  Military leave for employees on alternative
schedules is computed on a calendar day basis, regardless of the type of schedule the emplo
work or the number of scheduled hours in the employee’s workday.  An individual on a 4-day 
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week (10 hours per day), Tuesday through Friday, whose military duty begins on a Saturday and ends
on the next Saturday is charged 4 days of military leave.  If the individual served on a 5-day workweek
(8 hours per day), Monday through Friday, and performed the same military duty, he or she would be
charged 5 days of military leave.

5.8.3. When Applied to Active Duty Tours.  Federal employees who are also reservists, to included
Air Reserve Technicians (ARTs), who serve on an extended active duty tour that spans 2 or more fis-
cal years, may accrue and use 15 days of military leave at the beginning of the fiscal year.  The
requirement to submit two SFs-52 or PARs to return the employee to duty on 1 Oct and place the
employee back in LWOP-US on 16 Oct of each year is still in effect.  This is a paper exercise only, and
is accomplished to enable personnel/payroll offices to track military service deposits for retirement
purposes and allow the employee to use their allotment of 15 days of military leave for that fiscal year.
A copy of the SF-50 should be forwarded to the civilian payroll office as usual.  Timekeepers should
reflect paid and unpaid military leave used, as appropriate, in the civilian pay system.  Employees
serving on an active duty tour of any length that spans not more than 2 fiscal years, e.g., 15 S
Oct, are not required to apply the new allotment of military leave that accrues on 1 Oct to their c
tour, but may choose to use it later in the second fiscal year.  There is no longer a require
charge military leave for intervening nonworkdays until the employee starts to the use the m
leave.  However, once military leave is charged, all intervening nonworkdays that occur durin
period of active duty must be charged for military leave purposes.

5.9. Other Types of Absences Related to Military Duty.   

5.9.1. Physical Examinations for Duty in the Armed Forces.  An employee is excused without 
to leave or loss of pay for the time required for physical examination before induction or rec
active duty in the armed forces.  (The term induction includes volunteering for military service
absence in excess of 1 day requires a justifying statement from the examining station.  An em
required to report for periodic physical examinations for retention of status in any Reserve com
or the National Guard is granted sick leave for the absence under regulations applicable to app
sick leave for medical examination.

5.9.2. Entry into the Armed Forces.  An employee who reports for induction or is recalled to ext
active duty in the armed forces is carried in a leave status until the CPF is notified that the em
has been inducted or accepted for extended active duty, or if the employee is rejected, u
employee returns to duty or separation action is effected.  A member of the Reserve or Nationa
is granted all military leave to which entitled before separation for military service.  A Reservist 
to active duty for training to satisfy an initial military obligation of at least 6 months in conjunc
with a Reserve assignment is granted a leave of absence.  An employee not eligible for militar
or who has exhausted his or her military leave is carried on annual leave, previously-earned c
satory time off, or LWOP, as the employee elects, pending acceptance or rejection for militar
An employee other than a member of the Reserve or National Guard cannot be carried on leav
military service, but must be separated at the close of the day preceding the date the employe
on active duty.

5.10. Additional Leave for Military Technicians. In addition to the military leave available a
described above, effective 10 Feb 1996, military technicians are entitled to 44 additional workdays
itary leave in a calendar year when on active duty without pay for participation in non-combat ope
outside the United States, its territories, and possessions.  The active duty orders must cite 10
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12315, 12301(b), or 12301(d) to be eligible for this entitlement.  The 44 workdays are converted into
hours and charged on the same basis as annual leave.  Example:  Military reserve technicians who work
80 hour pay periods (including those on flexible and compressed work schedules) are entitled to a maxi-
mum of 352 hours (8 x 44 = 352).  Those with uncommon tours of duty have the amount of authorized
leave according to their work schedule.  The 44 workdays or a portion thereof, cannot be carried over into
the next calendar year.  If the employee performs active duty over any intervening nonworkdays, tradi-
tional military leave is charged for all nonworkdays, holidays, or scheduled days off under a compressed
work schedule.  (Ref P.L. 104-106, Section 1039.)
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Chapter 6 

COURT LEAVE

6.1. Court Leave Explained. Court leave is leave of absence from duty without loss of pay or charge to
annual leave to perform jury duty in a federal, state, or municipal court or to serve as a witness for the
United States, the District of Columbia, or state or local government.  This includes absence during peri-
ods of regularly scheduled overtime as well as absence during the employee’s regularly schedul
workweek.  For the purpose of granting court leave, a military court is considered the same as a
court.

6.2. Who Is Eligible. A permanent or temporary employee with a regularly scheduled tour of 
(part-time or full-time) is eligible for court leave.  Employees serving on an intermittent or when-
ally-employed basis are not eligible for court leave.

6.3. Granting Court Leave. Court leave is granted for absence during an employee’s regularly sc
uled tour of duty including regularly scheduled overtime.  It can be granted only for those days an
the employee would otherwise be in a pay status.  An employee cannot be granted court leave fo
witness duty performed within a period of nonpay status.  If the employee’s absence is properly 
able to court leave, the employee cannot elect to have the absence charged to annual leav
employee is on annual leave when called for jury duty or witness service, court leave shall be sub
No charge shall be made to annual leave for the court service.

6.3.1. Jury Duty.  Because of the importance of trial by jury as an American system of justice, i
Force policy not to request that an employee be excused from jury service on the basis of Ai
employment, except in cases of extreme necessity.  Effective administration of court leav
requires the exercise of good judgment in order to avoid imposing hardship on employees.  E
ees assigned to night shifts or standby tours of duty are granted court leave comparable with e
ees assigned to regular day shift work.  Since jury or witness duty generally requires an emp
presence in court during daytime hours, an employee who is scheduled to work at night is g
court leave during the day on which the night shift begins or ends.  If the employee works durin
of the regularly scheduled night shift, only that part of the regularly scheduled shift during whic
employee is absent is charged to court leave.  If the employee works a full, regular night shift, n
leave is charged, see paragraph 6.4.

6.3.2. Witness Service.  Court leave is granted for employees who are summoned as a wit
behalf of any party in connection to any judicial proceeding to which the United States, the Dis
Columbia, or a state or local government is a party.  NOTE:  An employee who is summoned by th
courts or assigned by the Air Force to testify in an official capacity or to produce official recor
behalf of any party in any judicial proceeding is performing official duty and is not entitled to 
leave, but is in an official duty status for the time involved.

6.3.3. Leave for Participation in Suits Between Private Individuals and Companies.  Cour
between private individuals or companies in which the United States, the District of Columbia
state or local government is not an involved party do not entitle employees to court leave. The
the time the employee-plaintiff spends testifying in his or her own behalf does not meet the re
ment of having been summoned; therefore, granting court leave is not appropriate.
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6.3.4. Employee as Plaintiff in Suit Against the Government.  When an employee-plaintiff has been
deposed (called to give a deposition) or otherwise summoned to testify in a case in which a party in
the proceeding is the United States, the District of Columbia, or a state or local government, the
employee-plaintiff is a “witness” and is entitled to court leave for the time involved in giving a d
sition or being a witness.  When an employee is a party in a suit against the government, the 
employee-plaintiff spends in preparation for the trial and answering the government’s interroga
as well as the time spent observing the conduct of the trial do not qualify as court leave.  Annua
or LWOP is appropriate for such periods.  However, if and when the employee-plaintiff prevail
civil action against the government which is related to or caused by a violation of the Civil Righ
of 1964, then the employee is entitled to restoration of leave charged.  (See 42 U.S.C. 2000e-

6.3.5. Testimony in Title VII Proceedings.  In a proceeding under Title VII of the Civil Rights Ac
1964, federal employees are in an official duty status when they appear as witnesses or are re
provide sworn statements.  Witnesses who are Air Force employees and who are summoned t
on behalf of the plaintiff in a civil action under Title VII against the Air Force are entitled to the s
benefits with respect to pay status while attending court as persons who testify on behalf of 
Force.  Similarly, Air Force employees who are plaintiffs in such cases are entitled to official tim
attendance in court at their trial.  These entitlements flow from Title VII, which takes precedenc
any contrary provision of any collective bargaining agreement or other regulation.

6.4. Return to Duty Upon Release by Court. An employee properly summoned by a state or fede
court to serve on a jury is under the jurisdiction and control of the court for the term of the jury se
However, an employee is expected to return to duty during periods when the employee is excus
jury duty unless this would be impractical.  An employee excused or discharged by the court eithe
indefinite period in excess of 1 day or a substantial portion thereof, is not entitled to court leave, b
report to duty.  As a general rule, if there are 4 or more hours remaining in the employee’s workday
sive of reasonable travel time, the employee should report for duty.  If the employee fails to report f
as directed, annual leave, previously-earned compensatory time off, LWOP, or absence without 
charged for the excess time involved.

6.5. Procedure for Recording Court Leave. When an employee is called for jury or witness duty, t
court order, subpoena, summons, or official request is given to the supervisor as soon as possib
days and hours of court leave are entered on the SF 71 or other appropriate form.  When the e
returns to duty, the employee submits written evidence of attendance in court showing the da
hours, if possible.  If required, the supporting documents are forwarded to the payroll office with th
and attendance report that includes the court leave entry.

6.6. Witness and Jury Fees and Expenses. An employee is entitled to receive and retain expenses 
for services rendered and reimbursement for travel expenses.  When a state or local court char
jury and witness fees as expenses, there is no requirement for the employee to turn in such fe
agency.  The employee cannot retain fees received in most circumstances.  The certificate of at
should separately identify fees and expenses/allowances.  Fees received by the employee are 
while the expenses are not.  If the certificate of attendance does not identify expenses separately,
ies are considered fees and shall be collected.  The employee must submit fees received for jury o
services by money order or personal check to the servicing DFAS office.  The employee may kee
bursements for expenses received from the court, authority, or party that caused the employee to
moned and may keep fees that exceed the employee’s compensation for the days of service.  An e
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serving on a jury in a state or local court who waives or refuses to accept fees is still liable to the U.S.
Government for the fees he or she would have received.  Fees not submitted in a timely manner are sub-
ject to payroll deduction.  Payroll deductions to collect the fees will be made in the next regular pay
period.  If fees are erroneously paid to an employee by the court, the fees paid cannot be retained by the
employee and must be turned in to the employing activity.  When a holiday occurs during the time an
employee is on jury duty or witness service, the employee can keep the jury duty or witness service fee for
the holiday.  If an employee is called to jury duty on a nonworkday, or during a non-pay status, the
employee may keep the fees paid.  Table 6.1. is a guide to be used in connection with court and
court-related services.  It indicates the varying conditions for absences and the proper time and attendance
recording for each.  It also indicates an employee’s right to retention of fees for services rendere
employee must turn in any fees or compensation that cannot be retained to the civilian payroll offi

Table 6.1. Employee Absences for Court or Court-Related Services.

NOTES:

1.  Monies paid to an employee as an expense reimbursement by the court are retained by the em

2.  Offset to the extent paid by the court, authority, or party that caused the employee to be summ

Nature of Service Type of Absence Fees1 Government 
Travel Expenses

Court 
Leave

Official 
Duty

Annual 
Leave 

or 
LWOP

No Retain Turn in 
to 

Agency

No Yes2

Jury 
Service

U.S. or D.C. 
Court

X X X

State or Local 
Court

X X X

Wit-
ness 
Service

On behalf of 
U.S. or D.C. 
government

X X X

On behalf of 
state or local 
government

In official 
capacity

X X X

Not in 
official 
capacity

X X X

On behalf of 
private party

In official 
capacity

X X X

Not in 
official 
capacity

When a party 
is U.S., D.C. 
or state of 
local govern-
ment

X X X

When a party 
is not U.S. or 
D.C., or state 
or local gov-
ernment

X X X
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Chapter 7 

ADMINISTRATIVE DISMISSAL

7.1. Administrative Dismissal. Administrative dismissal is an absence from duty when employees are
released from duty because all or part of an activity is closed, or it is in the public interest.  Employees
affected by these actions are generally excused without charge to leave and without loss of pay.  In some
instances, employees are placed on annual leave.

7.2. Closing an Activity. The installation commander is authorized to close all or part of an activity and
to excuse employees administratively consistent with the policy outlined in this subchapter.  This author-
ity does not extend to periods of interrupted or suspended operations that can be anticipated enough in
advance to permit arranging for assignment to other work or the scheduling of annual leave.

7.3. Authority to Grant Absence Due to Emergency Conditions or for Mana gerial Reasons.  The
installation commander may issue administrative orders as prescribed in DoD 1400.25-M, DoD Civilian
Personnel Manual, Subchapter 610, Hours of Duty and Subchapter 630, Leave relieving employees:

7.3.1. For managerial reasons.

7.3.2. When emergency conditions exist.

7.3.3. When normal operations are interrupted by events beyond the control of management or
employees.

7.3.4. When it is in the public interest to relieve employees from duty.

7.4. Group Dismissal. When normal operations of an activity are interrupted by events beyond the con-
trol of management or employees, employees (except certain temporary wage employees) may be
excused or their absence charged to available annual leave.  The authority to excuse employees under
administrative dismissal orders is used sparingly and only for short periods of time.  However, employees
cannot be excused without charge to leave when operations are suspended for managerial reasons known
enough in advance to permit the scheduling of leave.  Normally, employees are notified 24 hours in
advance that they will be placed in a leave status, but where this is impractical, employees may be placed
on annual leave if they are notified by the close of the preceding workday.  In arriving at a decision to
close all or part of an activity, the commander must:

7.4.1. Consider the practice of private employers in the community.

7.4.2. Provide for liberal use of annual and sick leave in individual cases.  For example, before con-
sidering any group dismissal because of temperature extremes, grant leave to employees with chronic
medical conditions which, according to the written advice of their attending physician, could be
aggravated by temperature extremes.

7.4.3. Assure that group dismissals of employees in connection with extreme weather conditions are
authorized only in exceptional instances where working or commuting conditions are unusually
severe and health of employees is endangered.

7.4.4. When, because of planned managerial reasons, the closing of all or part of an activity is
required for short periods of time, notify employees no less than one full work shift in advance and
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require them to take annual leave, unless leave without pay is requested.  Employees may be advanced
annual leave to cover such an absence.

7.4.5. Ensure group dismissal authority is not used to create a holiday or as a reward for performance.
For example, it should not be used to grant a “day off” for the Friday following Thanksgiving
“down day” commensurate with those granted for active duty military members.

7.5. Absence Due to Environmental Conditions. Dismissals due to environmental conditions, whi
cause an adverse work environment such as temperature extremes and plumbing and lighting m
tions, should be rare.  These conditions must be corrected as soon as possible.  Employees are e
work if conditions of the workplace are reasonably adequate.  Individual employees affected by e
mental conditions may be granted leave.  Management should consider alternate work sites. 
administrative excusal may be granted, it must be clearly established by reasonable standards of j
that the conditions are such as to actually prevent working.  When early dismissal is authorized, a
employees in a duty status at the time set for dismissal are excused without charge to leave.  For
ees who are scheduled to report for duty after an initial period of leave, and dismissal is given be
employee can report, leave is charged until the time set for dismissal.  Employees who leave be
scheduled dismissal time, or who are already in a leave status and scheduled to be in a leave stat
the time of dismissal, continue to be charged leave.

7.6. Absence Due to Hazardous Weather Conditions or Disasters. Group dismissals of employee
without charge to leave because of severe storm, snow or icing conditions, or disasters occurring
or outside regular duty hours may be authorized in accordance with the guidelines in DoD 1400
These guidelines must be followed by installation commanders in making group dismissal dete
tions.  To ensure orderly evacuation of employees who can be released from duty, and continued
nance of essential operations, establish local procedures for official notification of group dismissa
activities and the designation of those functions which must continue to be manned under all weath
ditions for reasons of health, safety, and national security.  In geographical areas (defined as area
which employees normally commute to work) where the conditions affect more than one Defense a
the commander of the activity employing the largest number of civilian employees must make the
mination if an emergency exists and assess its impact on the employees, using the guidelines
1400.25-M.  Decisions by other individual commanders within the geographical area at variance w
decision of the major geographical commander must be coordinated with the latter.  Group dis
announcements for Air Force activities in the Washington DC area are controlled by procedures
oped by OPM.  Under group dismissal conditions, employees are excused or charged leave as fo

7.6.1. Early Dismissal.  Only employees who are in a duty status (not on leave) or who are ex
to return from leave to duty status at the time the early dismissal takes effect are excused 
charge to leave.  Employees who are absent on leave that day continue to be charged leave.

7.6.2. Late Reporting.  Depending on hazardous weather conditions, tardiness not in exce
hours may be excused.  Tardiness in excess of 2 hours may also be excused because of an un
delay resulting from adverse weather or from disruption of public or private transportation in in
ual cases which are personally reviewed by appropriate supervisors.  In case of employees wh
report for duty during hazardous weather, annual leave is charged for the full duty day, unle
supervisor concerned determines, after personal review of the facts in each case, that the e
made every reasonable effort to get to work, but was unable to do so because of the weathe
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tions.  Determining factors for consideration in the decision include:  Distance between the
employee’s residence and place of work, and mode of transportation.

7.6.3. Base Closure.  Workdays on which federal activities are closed are nonworkdays for lea
poses.  All regular employees, except those required to perform emergency-essential dut
excused without charge to leave.  This includes those on scheduled annual or sick leave, but 
include those in a nonpay status on the days immediately before and after the days the activ
closed.

7.7. Miscellaneous Provisions:

7.7.1. Labor Disputes in Private Plants.  When employees are prevented from working beca
temporary shutdowns due to labor disputes at a private plant to which they are assigned, eve
must be made to assign them to other work.  If that is not possible, such employees may be d
without charge to leave for a maximum of 5 days.

7.7.2. Planned Shutdowns in Private Plants.  When private plants are to close based on a 
shutdown such as Christmas or other scheduled holiday period, employees should not be di
without charge to leave, but should be carried in an appropriate leave status, i.e., annual leav
ously-earned compensatory time off, or leave without pay.
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Chapter 8 

EXCUSED ABSENCES

Section 8A—--General Types of Absence

8.1. Excused Absence. There are numerous instances when employees are absent from their normal
assignments to perform acts or services officially sanctioned by management.  In performing these acts or
services, employees remain under management control or jurisdiction and are considered to be in a duty
status.  Supervisors are authorized to make individual determinations that the act or service is job-related
and not chargeable to leave and to place reasonable limits on the length of such absences from normal
assignments.  Excused absence is an administratively authorized absence from duty without loss of pay or
charge to leave.  The leave approving supervisor may excuse employees only for the periods and the rea-
sons specified in this chapter.  The installation commander or head of serviced organizations is authorized
to excuse employees for brief periods for any other reasons that are deemed to be in the best interest of the
public or the Air Force.  A “brief period” normally means not more than 4 hours per day.  Exc
absence differs from administrative dismissal in that it normally addresses individual employees
excused for non-mission related emergency reasons, or for reasons the government encourage
voting.  Excused absence is not authorized for non-duty periods such as crew rest, nor, as in the
ARTs for the purposes of accomplishing military requirements or military training, e.g., haircuts, c
cal defense training, etc. 

8.2. Emergency Rescue or Protective Work. An employee who can be spared without interference
essential operations or obligations may be excused to participate as a volunteer in emergency r
protective work during an emergency such as fire, flood, or search operations.  Normally, such pa
tion is limited to a maximum of 5 days per year.  An employee cannot be excused from duty w
charge to leave for the purpose of performing rescue, Reserve, or National Guard duty which wou
erwise be covered by military leave.  (See chapter 5.) 

8.2.1. Employees called to emergency duty as members of the Civil Air Patrol, or a similar org
tion, are excused without charge to leave.  After 5 workdays, any further absence is charged t
able annual leave, previously-earned compensatory time off, or the employee is granted leave
pay.

8.2.2. Except as authorized above, employees participating in emergency rescue or protectiv
are charged leave or carried in a nonpay status for the total period of absence.  Employees en
protective services, i.e., community “volunteer” firefighting, for which pay is received would
qualify for excused absence, but may be granted annual leave, LWOP, etc.

8.3. Absence for Brief Periods or Tardiness. Unavoidable absences, brief periods of early dismis
and brief periods of tardiness of less than 1 hour may be excused by the supervisor or he/she ma
the employee opportunity to request approved leave, earned credit hours, or previously-earned co
tory time off.  If the absence or tardiness is charged to annual leave, the charge is in multiples of 
If the leave charged exceeds the period of absence or tardiness, the employee is not required to 
additional time covered by the leave charge.  Unauthorized absence during the workday also 
charged as absence without leave (AWOL) if the circumstances do not justify excusing the abs
approving leave.  The charge of AWOL is not, itself, a disciplinary action.  However, tardiness or an
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thorized absence that is charged to AWOL may serve as the basis for disciplinary action.  Such cases
should be discussed with representatives of the CPF to determine whether to take disciplinary action and
what type.

8.4. Absence for Voting or Registration. Activities should assemble and maintain up-to-date informa-
tion as to voting hours in all political subdivisions in which their employees reside.  This information
should be made available to employees.  On the basis of this information, activities must determine the
amount of excused absence to be permitted and must inform employees of these determinations.

8.4.1. As a general rule, employees requesting time off to vote are excused without charge to leave for
the amount of time necessary to permit them to report to work 3 hours after the polls open or to leave
work 3 hours before the polls close, whichever requires the least amount of time off.  Normally, where
the polls are open either 3 hours before or 3 hours after the employee’s regular duty hours, no 
is granted.  (This is the case in most jurisdictions.)  Employees on flexible work schedules 
excused only for those hours which cannot be accommodated by their flexible schedule.

8.4.2. Because of special circumstances, the general rule stated above may not permit suffici
for voting, in which case the employee is excused for the additional time necessary, but not mo
1 workday.

8.4.3. Where the employee’s voting place is beyond normal commuting distance, and vot
absentee ballot is not permitted, the employee is granted sufficient time off to make the trip.  Ti
in excess of 1 day is charged to annual leave, previously-earned compensatory time off, or lea
out pay.

8.4.4. The employee voting in jurisdictions where registration in person is required is granted ti
to register on substantially the same basis as for voting.  However, no time off is granted w
charge to leave if the employee can register on a nonworkday and round-trip travel reasonably
accomplished in 1 day.

8.5. Blood Donations. The Air Force encourages its employees to volunteer as blood donors wi
compensation.  An employee should be excused from work without charge to leave for the time ne
to donate blood or blood products, such as platelets or plasma, for recuperation following blood do
and for necessary travel to and from the donation site.  The maximum excusable time should not e
hours, except in unusual cases.  When the employee must travel a long distance or when unusua
recuperation occurs, up to an additional 4 hours may be authorized.  This does not cover an emplo
gives blood for the employee’s own use or receives compensation for giving blood.  Employees w
unteer but are rejected as donors for that visit must return to duty or elect paid leave.

8.6. Taking Examinations. Examinations specified as a qualification requirement for competi
appointment to the position in which the employee is serving or required to establish eligibility for a
ment to another position, and given by, or taken at the request of the activity, are considered as
duty and no leave is charged for the time off required to take the examination.  This applies to ex
tions administered by boards of the various states or other jurisdictions and specified as satisfy
qualification requirements for competitive appointment to a position in the federal service as w
examinations administered by the OPM or a federal agency.  Absence to take examinations oth
those specified above is charged to annual leave, previously-earned compensatory time off, or lea
out pay.
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8.7. Consultation With Operating Officials, EEO Counselor, Civilian Person nel Flight Staff, and
Employment  Interviews.  Do not charge an employee leave:

8.7.1. For the time required to consult with operating officials, EEO Counselor, or the staff of the CPF
on matters relating to their employment provided that arrangements satisfactory to the emp
supervisor and the official to be consulted are made in advance.

8.7.2. While representing a labor organization, if use of official time is authorized by manag
pursuant to an applicable collective bargaining agreement.  Official time for union-related repre
tional activities will be recorded as required by appropriate directives.

8.7.3. Who is specifically requested to report for an interview in connection with an applicati
referral through the centralized referral system for a position at the same activity is not charge
for the time required for the interview.  If the interview is at another Air Force activity, within the 
commuting area, leave is not charged for the time required to make the trip for the interview.  Th
applies when competition is for a position within the Department of Defense.

8.7.4. When an individual is employed by an activity scheduled for closure or major reduct
under notice of separation or change to lower grade for any reason, except personal cause
excused without charge to leave for any placement interview.  Such a placement interview m
with another federal agency, a local organization, or a private business concern in the commuti
Except as provided above, absence for placement interviews is charged to annual leave
ously-earned compensatory time off, or LWOP.

8.8. Medical Examination for Federal Service. An employee required to take a medical examinat
to determine the employee’s fitness for the federal service, or who obtains chest x-rays or similar m
services administered as part of the health program at the activity, is considered in duty status du
time necessary to obtain the examination or treatment.  When an employee is absent because of
tratively required vaccinations or immunizations, the absence is considered an excused absence
charge to leave or loss of pay, provided the medical officer administering the vaccinations or imm
tions certifies to the necessity for the absence.

8.9. Attending Meetings and Conferences:

8.9.1. Absence, including required travel time, during normal duty hours to attend meetings o
ferences determined to be training, or absence to attend other meetings for which travel is au
at government expense is considered official duty and no charge is made to leave.

8.9.2. Except as provided in paragraphs 8.9.4. and 8.9.5., employees may be excused to attend conf
ences or conventions at no expense to the government when it is determined that such attenda
the best interest of the federal service.  An excused absence of this type must be limited to tho
ations where the employee is an official representative of the organization involved or an 
scheduled participant in the program, and must be limited to 5 work days per calendar year.

8.9.3. Officers or delegates of an association of management officials or supervisors with wh
official consultative relationship has been established may be excused to attend convention
association.

8.9.4. Guidance concerning the excusal of employees in connection with activities of labor org
tions, including attendance at their conventions and at training conferences sponsored by them
tained in AFI 36-701, Labor Management Relations.
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8.9.5. Employees shall not be excused to attend conferences or conventions of political parties or par-
tisan political groups or committees.  However, leave may be granted in cases where excused absence
is not appropriate.

8.10. Holiday Observance:

8.10.1. Legal Holidays.  Employees are not required to work on a legal holiday unless their services
are required to carry out essential operations.  However, unauthorized absence on a holiday on which
the employee was assigned to work results in loss of pay for that day, and could result in disciplinary
action.  Employees receiving annual premium pay under 5 U.S.C. 5545(c)(1) may be excused without
charge to leave by the leave-approving supervisor on holidays when it is administratively determined
that their services are not required on a particular holiday.  When an employee’s services are a
tratively required on a holiday and the employee is granted the day off for personal reaso
employee is charged annual, previously-earned compensatory time off, LWOP, or sick lea
appropriate.

8.10.2. Religious Observance.  There are no official observances of religious holidays.  Insofa
practicable, allow employees wishing to observe religious holidays time off for that purpos
charge the absence to annual leave, previously-earned compensatory time off, or leave withou
circumstances permit, work schedules may be rearranged to provide substituted work tim
employee may also request to perform compensatory overtime work for the purpose of compe
time off, in lieu of annual leave when the employee’s personal religious beliefs require absenc
work during certain periods of the workday and/or workweek.  An employee may work compen
time before or after the grant of compensatory time off.  The advanced compensatory time off 
be repaid within a reasonable time.  An unliquidated advance religious compensatory balance
lected at the time of separation, except death, from compensatory balances, if available, or
leave, or both.

8.10.3. State and Local Holidays.  State and local holidays, including local holidays in foreign are
are treated as regular workdays, unless all or part of the activity is closed by administrative
because employees are actually prevented from working due to lack of transportation services
facilities, etc.  Employees in activities so closed cannot be charged leave for absence on that d
applies to employees on previously scheduled annual or sick leave as well as to those who wou
been present for duty had the activity remained open.  However, employees working on suc
receive only their regular pay and are not entitled to holiday premium pay.  When the activity re
open, as many employees as possible are allowed to take leave on the holiday, depending on
of operation, the workload, and the significance of the holiday.

8.11. Off-the-Job Training During Regularly Scheduled Duty Hours:

8.11.1. No charge is made to leave for off-the-job training whether conducted on or off the in
tion which is approved under AFI 36-401, Employee Training and Development as directly related to
the employee’s present official duties, or those which the employee could reasonably be expe
perform in the future, and which is paid for from Air Force funds.

8.11.2. No charge is made to leave for off-the-job training whether conducted on or off the in
tion which is approved under AFI 36-401 as directly related to the employee’s present official 
or those which the employee could reasonably be expected to perform in the future, when the 
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is approved and paid under 38 U.S.C. 1781, Veterans’ Administration educational assistance
ance, or when the employee pays all expenses of such training.

8.11.3. Training taken by an employee on personal initiative for personal advancement must e
taken outside of scheduled duty hours, as credit hours, or during periods of approved leave o
without pay.  (See AFI 36-807, Weekly and Daily Scheduling of Work and Holiday Observances for
variations of work schedules for educational purposes.)

8.11.4. Mission-related courses approved for Air Force funded tuition assistance will norma
taken on a voluntary off-duty basis.  Such courses may be taken during duty hours subject to a
by the employee’s supervisor.

8.11.5. Employees who are assigned to an educational institution on long-term training (LTT
report any leave usage (i.e., annual, sick or other leave) to his/her supervisor or leave-approv
cial at their home duty station for accurate recording.  Leave requests should be submitted to t
inar leader or course instructor and a SF 71, Request for Leave or Approved Absence or other
appropriate form, forwarded to the person maintaining the employee’s leave record at their ho
tion.  Before departing for LTT, an employee should make arrangements to use annual leave t
otherwise be lost because of training.  Due to the nature of the assignment, ordinary leave
approved only during Thanksgiving, Christmas and spring breaks; emergency leave is ap
throughout the LTT, as needed.  During extended periods in which the school is in recess (e.g.
mas holidays and spring break), the employee is required to be on leave or returned to a duty 
an organization at the training location, the nearest Air Force, Air National Guard or Air F
Reserve activity.   

8.12. Military Funerals:

8.12.1. An Air Force civilian employee who is a veteran of the armed forces and who participa
a pallbearer, a member of a firing squad, or a member of an honor guard in funerals for mem
the armed forces who lost their lives on active duty is excused from duty without charge to lea
not in excess of 4 hours in 1 day.

An employee is excused for not more than 3 days to make arrangements for or to attend the fu
memorial service of an immediate relative who died as the result of wounds, disease, or
incurred while serving in the armed forces in a combat zone. 

Section 8B—--Absences Relating to Travel

8.13. Absences in Connection with Travel.

8.13.1. Permanent Duty Travel.  An employee with permanent change of duty station (PCS) orders
may be granted excused absence to make personal arrangements and transact personal business
directly related to the permanent change in duty station, provided that such business or arrangements
cannot be transacted outside regular working hours.  This includes such things as closing and opening
personal bank accounts, or obtaining a driver’s license and auto tags.  This provision does n
time involved in complying with PCS requirements such as obtaining passport and vaccin
adhering to government housing authority requirements, or being present for packing and rece
household goods.  Such tasks required by the PCS are considered to be official duties.  For an
ment to or return from, overseas employment, official duties further include time spent to deli
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reclaim privately owned vehicle (POV) to or from the port facility, obtain required physical examina-
tion, vaccination and inoculation, or passport, or to comply with other special requirements imposed
because of the overseas assignment, including absence to obtain travel orders.  An employee required
to report to another activity to comply with overseas processing requirements is not charged leave for
any absence necessary to make the trip.  Excused absence or official duty time only applies to the
employee for whom PCS orders has been authorized and not to any civilian employees who may be
listed on the orders as dependents.  

8.13.2. When extensive permanent change of duty travel outside of regularly scheduled hours of duty
is required, employees are authorized to be absent from work without charge to leave or loss of pay for
a reasonable time to recuperate from fatigue or loss of sleep.  In determining “reasonable tim
supervisor considers the adverse effect on work performance, health, or well-being, and any
hazard which might result from working while fatigued.  Normally, this should not exceed 4 h
When the total elapsed travel time exceeds 20 consecutive hours, as in the case of travel bet
continental United States and either Pacific or European bases, up to 8 hours of duty time 
excused for recuperation.

8.13.3. Privately Owned Conveyance.  When a privately owned conveyance is authorized o
approved for permanent duty travel, except for renewal agreement travel, travel time for sala
ment purposes is computed on the basis of 350 miles a calendar day.  Any time in excess of t
puted number of days which falls within the employee’s regularly scheduled basic workwe
charged to leave.  No charge is made to leave if an employee arrives at the new duty station be
reporting date, computed on the basis of 350 miles of travel a calendar day.

8.13.4. Temporary Duty Travel.  When privately owned conveyance is authorized or approved
being advantageous to the government for temporary duty travel, the employee is considered 
status, without charge to leave, during the actual time required for official travel.  In computin
actual time required, any excess time required because of a delay enroute or circuitous routing
ically determined to be for the employee’s convenience is deducted from the total elapsed time 
employee is required to take leave.

8.13.4.1. When an employee is allowed to use the employee’s privately owned conveyan
the employee’s own convenience on temporary duty travel, the employee is considered in
status for the scheduled travel time by common carrier or usual mode of transportation tha
wise would be required.  Any time in excess of this period which falls within the employ
scheduled basic workweek is charged to leave.

8.13.4.2. When an employee begins or ends temporary duty travel by commercial carrier 
regularly scheduled hours of duty, supervisors may excuse the employee for up to 3 hours 
charge to leave.

8.13.4.3. When extensive temporary duty travel outside of regularly scheduled hours of d
required, employees are authorized to be absent from work without charge to leave or loss
for a reasonable time to recuperate from fatigue or loss of sleep.  This provision does not a
employees who are performing work while traveling and being compensated by compen
time off, paid overtime, or credit hours, e.g., ART aircrew members.  In determining “reaso
time” the supervisor considers the adverse effect on work performance, health, or well bein
any safety hazard which might result from working while fatigued.  Normally, this should
exceed 4 hours.  When the total elapsed travel time exceeds 20 consecutive hours, as in th
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travel between the continental United States and either Pacific or European bases, up to 8 hours of
duty time may be excused for recuperation

8.14. Absences Resulting From Hostile Action Abroad. A civilian employee who is injured as the
result of war, insurgency, mob violence, or similar action while serving in the CONUS or serving abroad
is not charged leave for absence up to 1 year resulting from the injury.  The injury must not have been the
result of vicious habit, intemperance, or willful misconduct of the employee. 
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Chapter 9 

VOLUNTARY LEAVE TRANSFER PROGRAM

9.1. Purpose and Applicability. The purpose of this chapter is to set forth procedures and requirements
for the Voluntary Leave Transfer Program.  This program allows an employee who has a medical emer-
gency and is without the availability of paid leave, to receive transferred annual leave directly from other
employees with the concurrence of the respective management officials.  This chapter applies to all
employees covered by 5 U.S.C. 6301(2) and 5 CFR 630.906.

9.2. Administrative Procedures. The appointing official or designee should establish appropriate sup-
plemental procedures to approve or disapprove the receipt of transferred annual leave for the Voluntary
Leave Transfer Program at the installation level.

9.3. Application To Be A Leave Recipient. An employee who has been affected by a medical emer-
gency may make written application to his/her first level supervisor or leave approving official to become
a leave recipient.  If such an employee is not capable of making application, due to physical or mental
impairment, the leave applicant or immediate family member may designate a personal representative in
writing to make the application.

9.3.1. Application Requirements.  Each application must include the following:

9.3.1.1. The name, position title, pay plan, grade/step, hourly/annual rate of pay of the applicant,
specific organization, and office symbol of employment.

9.3.1.2. Social security number.

9.3.1.3. Annual and sick leave balance as of the date of application.  (Applicant should attach a
copy of the latest leave and earnings statement to reflect current leave balances.)

9.3.1.4. Expected date on which available paid leave will run out.

9.3.1.5. Accrual rate for annual leave.

9.3.1.6. Expected duration of the hardship.

9.3.1.7. Description of the hardship (include physician(s) certification and/or any attachments
that may be used as evidence that will assist the approving official in making a decision).

9.3.1.8. The applicants must agree to the use of their names and approve the public release of the
existence of a hardship for any publicized efforts to collect donated leave.  If the employee
chooses anonymity, they should be advised that anonymity would likely result in minimal leave
donations.  (NOTE:  Optional Form 630, Leave Recipient Application Under the Voluntary Leave
Transfer Program, has a block for the employee to check for anonymity.  Anonymity should not
preclude the Air Force from receiving donations for the leave recipient as in the case of donations
from relatives and close friends.)

9.3.1.9. Telephone number during the period of hardship.

9.3.1.10. Name, address, and telephone number of the person to contact on behalf of the appli-
cant, if applicable.
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9.3.2. The completed application will be forwarded to the first level supervisor for verification of the
employment data and endorsed to the approving official.

9.4. Approval of the Application to Become a Leave Recipient. Upon receipt of  an application to
receive transferred annual leave, the first level supervisor will verify and validate the employment infor-
mation contained in the application.  The application must be returned to the applicant if correction or
additional information is required.  The supervisor must determine that the employee’s absence fro
without available paid leave because of the medical emergency is or is expected to be at least 24 h
is likely to result in a substantial loss of income to the employee because of the unavailability of 
leave.  Note:  In the case of a part-time employee or an employee with an uncommon tour of duty, a
30% of the average number of hours in the employee’s bi-weekly scheduled tour of duty will be the
mining factor.  Once the application receives supervisory endorsement, it is forwarded to the app
official within 5 workdays from the date of receipt of the application.  The supervisor will provide in
mal notice to the CPF that the employee has filed an application to receive transferred annual lea
supervisory endorsement will include the following:

9.4.1. A statement acknowledging and verifying as correct, the employment information contai
the application.

9.4.2. An acknowledgment that if approved, the supervisor will validate the continuing nature 
hardship each pay period and upon termination of the hardship, stop the allocation of tran
leave.

9.4.3. An acknowledgment that if approved, the supervisor is responsible to properly annota
and attendance records to insure that all available paid leave is exhausted before any tra
annual leave is used by the applicant.  The supervisor must work closely with the civilian p
office to monitor the use of transferred leave.

9.4.4. A recommendation to the approving official indicating approval or disapproval o
employee’s absence from the workplace.

9.4.5. A recommendation for the approval or disapproval of the application based on the hard
described by the applicant.

9.5. Approving Official’s Responsibilities .  The approving official or designee will complete the fol-
lowing applicable actions within 10 calendar days after receipt of the application from the supervisor.

9.5.1. If the application is disapproved, provide direct written notice to the applicant that the applica-
tion has been disapproved and the reasons for disapproval.  Copies of the disapproval will be fur-
nished to the first level supervisor.

9.5.2. A copy of the approved application will be provided to the applicant with copies to the first
level supervisor, the civilian payroll office, and the servicing CPF.  For approved leave recipients who
have agreed to the release of their names, instruct the first level supervisor to arrange appropriate pub-
licity to employees of the recipient’s organization of assignment to canvass the desire to tr
annual leave to the recipient.  Publicity efforts must be consistent for all employees who
approval to receive transferred annual leave.  If insufficient donations are received to cover the
without pay, the supervisor with assistance from the CPF may expand the publicity effort to
offices within the leave recipient’s organization of assignment.  If the donations remain insuffi
the supervisor in cooperation with the CPF, may expand publicity in the following order:
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9.5.2.1. Other organizations on the installation.

9.5.2.2. Parent MAJCOM of applicant.

9.5.2.3. Other AF installations.

9.5.2.4. Other federal agencies.

9.6. Transfer of Annual Leave. A leave recipient’s employing organization may accept the transfe
annual leave from leave donors employed by the same organization and, if necessary, the tra
approved donations by employees of other organizations.  Every effort should be made to exh
available donated leave within the leave recipient’s organization of assignment before using ap
transferred annual leave from other organizations.  The Optional Form 630, 630-A, and 630-B ar
able for transfer and receipt of annual leave in the Voluntary Leave Transfer Program.

9.6.1. A first level supervisor is prohibited from receiving donated leave from a subord
employee.

9.6.2. An employee may submit to his/her first level supervisor or leave approving official a v
tary, irrevocable request on the Optional Form 630 to transfer a specific number of whole ho
accrued annual leave to the annual leave account of  a specified approved leave recipient as 

9.6.2.1. Name, position title, pay plan, grade/step, hourly/annual rate of pay and specific o
zation and office symbol of employment.

9.6.2.2. Social security number.

9.6.2.3. Annual leave balance as of the date of the request to donate leave.

9.6.2.4. Accrual rate for annual leave.

9.6.2.5. Number of hours to be earned during the remainder of the leave year.

9.6.2.6. Number of hours designated as “use or lose”.

9.6.2.7. An acknowledgment that the request to donate leave is fully voluntary without pe
reservations, coercion, or intimidation.

9.6.2.8. An acknowledgment that the donation of annual leave is irrevocable.

9.6.2.9. An acknowledgment that the donor expects nothing in return, to include receipt of
ferred annual leave.

9.6.2.10. An acknowledgment that unused transferred annual leave will be returned on a p
basis determined by the approving authority (see paragraph 9.10.).

9.6.2.11. The name and employing activity of the approved leave recipient, designated to 
the donation.

9.6.3. Approval of the Donation.  The leave-approving official of the donor may forward the d
mented, approved donation to the servicing CPF of the leave recipient.  The documented dona
be quality reviewed, validated, and forwarded to the servicing civilian payroll office.

9.6.4. Substitution of Transferred Annual Leave.  Annual leave transferred under this authori
be substituted retroactively for absence without pay or used to liquidate an indebtedness for ad
annual or sick leave as a result of an approved medical emergency.  (Note:  The current pay



AFI36-815   1 NOVEMBER 1999 43

, trans-
or this
ave or
or fam-

-
 periods

nnual
s made
 hours.)
der or
ented as

 forfei-
 of hours
to work
00 hours
d.)

ame
.C. 6303.
Program
nt was

yees are
e.  (See

 be sub-
, trans-
rd to the
’s ser-
trans-
ry.

ploy-

gency.
will not replace LWOP coding.  If an employee’s time and attendance sheet is marked as LWOP
ferred leave cannot “automatically” replace that period of unpaid absence until it is deleted.  F
reason, the civilian payroll office recommends that even when an employee has no sick le
annual leave balance, the time sheet should be marked either SL (for personal illness) or AL (f
ily member’s illness) to prevent the need to have corrected time sheets.)

9.7. Limitations on Donations of Annual Leave. A potential leave donor must have a sufficient num
ber of hours of accrued annual leave in order to donate leave.  Donating leave earned in future pay
is prohibited.

9.7.1. The maximum donation of leave is no more than a total of one-half of the amount of a
leave an employee would be entitled to accrue during the leave year in which the donation i
(Example:  An employee who earns 104 hours of annual leave may donate a maximum of 52
The limitation on donating annual leave may be waived, in writing, by the installation comman
their designee, provided the employee has extenuating circumstances and it has been docum
such.  

9.7.2. A leave donor who is projected to have annual leave that otherwise would be subject to
ture at the end of the leave year under 5 U.S.C 6304(a) may donate no more than the number
remaining in the leave year (as of the date of transfer) for which the leave donor is scheduled 
and receive pay.  (Example:  If two weeks before the end of the leave year, a leave donor has 1
of use or lose leave and is scheduled to work for only 60 hours, up to 60 hours may be donate

9.8. Use of Transferred Annual Leave. A leave recipient may use transferred annual leave in the s
manner and for the same purposes as if it had been accrued by the leave recipient under 5 U.S
An employee in a shared leave status using transferred leave under the Voluntary Leave Transfer 
may use the donated leave only for the purpose of the medical emergency for which the recipie
approved.  A separate account is established for accruals earned on donated leave.  Emplo
allowed to accumulate up to 40 hours of annual and sick leave while using transferred annual leav
5 CFR 630.907(a)(1) and (2)).

9.8.1. The approval and use of transferred annual leave by an approved leave recipient shall
ject to all the conditions and requirements imposed by 5 U.S.C. Chapter 63.  Upon approval
ferred annual leave received by an approved leave recipient may be accumulated without rega
limitation imposed by (normally, 30 days or 240 hours) 5 U.S.C. 6304(a).  The leave recipient
vicing civilian payroll office must monitor the transfer of donated leave.  The balance of the 
ferred leave will be posted to the leave recipient’s account the following leave year, if necessa

9.8.2. Transferred annual leave may not be used as follows:

9.8.2.1. Transferred to another leave recipient under this regulatory authority.

9.8.2.2. Transferred to another employing activity upon the leave recipient’s transfer of em
ment.

9.8.2.3. Included in a lump-sum payment under 5 U.S.C. 5551 or 5552.

9.8.2.4. Made available for recredit under 5 U.S.C. 6306 upon reemployment by a federal a

9.9. Termination of Medical Emergency.  
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9.9.1. The entitlement to receive transferred leave shall terminate as follows:

9.9.1.1. When the leave recipient’s employment is terminated by the same agency 
approved the application to become a leave recipient.

9.9.1.2. At the end of the bi-weekly pay period in which the leave recipient’s approving offic
designee determines that the leave recipient is no longer affected by a medical emergency

9.9.1.3. At the end of the bi-weekly pay period in which the leave recipient’s employing ac
receives notice from the OPM of an approved application for disability retirement.

9.9.2. The leave recipient’s first level supervisor or leave approving official shall continually mo
(each pay period) the nature and extent of medical emergency affecting the leave recipient. 
management officials must develop and maintain internal procedures to insure supervisory bi
review of the medical emergency.

9.9.3. When it is determined that the medical emergency or hardship affecting the leave recipi
minated, and the leave recipient has had the opportunity to respond, the following actio
required: (See 5 CFR 630.910(a)(3).)

9.9.3.1. No further donations will be accepted.

9.9.3.2. No further transfers of annual leave will occur.

9.9.3.3. The supervisor or leave approving official will provide written notice to the Volun
Leave Transfer Program approving official and the civilian payroll office with a copy to the l
recipient as follows:

9.9.3.3.1. Include the name, employee’s social security number, and organization of a
ment of the leave recipient.

9.9.3.3.2. Approval date of the leave recipient’s application.

9.9.3.3.3. Initial date of receipt of transferred annual leave and the date the emergency
as determined by the appropriate official.

9.9.3.3.4. Total number of transferred annual leave hours used, total number of trans
hours donated, and unused transferred leave remaining.

9.9.3.3.5. Date the leave recipient returned to work or separated from employment.

9.9.3.3.6. A statement that unused transferred leave will not be used to compute lum
leave payment upon separation.

9.10. Restoration of Transferred Annual Leave.  

9.10.1. Restoration of unused transferred annual leave is computed by the civilian payroll 
Upon receipt of the supervisory notice indicating the termination of the leave recipient’s emerge
hardship, the servicing civilian payroll office will compute appropriate restoration of transfe
annual leave as follows:

9.10.1.1. Divide the number of hours of unused transferred leave by the total number of h
annual leave transferred to the leave recipient.

9.10.1.2. Multiply the ratio obtained in paragraph 9.10.1.1., by the number of hours of a
leave transferred by each leave donor eligible to receive restoration of unused transferred
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leave.  The leave shall be restored to the annual leave accounts of the leave donors who, on the
date leave restoration is made, are employed by a federal agency and subject to Chapter 63 of
5 U.S.C.  (See 5 CFR 630.911(a)).  The civilian payroll office will receive assistance from the CPF
which will validate the donor’s eligibility to receive unused transferred annual leave.

9.10.1.3. Round down the result obtained in paragraph 9.10.1.2., to the nearest increm
whole hours of annual leave.

9.10.2. If the total number of eligible leave donors exceeds the total number of hours of annua
to be restored, no unused transferred annual leave shall be restored.  In no case shall the a
annual leave restored to the leave donor exceed the amount transferred to the leave recipie
leave donor.

9.10.3. Transferred annual leave restored to the account of a leave donor before the beginnin
third bi-weekly pay period before the end of the leave year is subject to the limitation impose
U.S.C 6304(a).

9.10.4. Transferred annual leave restored to the account of a leave donor after the beginnin
third bi-weekly pay period before the end of the leave year shall not be subject to the limit
imposed by 5 U.S.C. 6304(a) until the end of the leave year following the leave year in whi
transferred annual leave was restored.

9.11. Prohibition of Coercion. An individual may not directly or indirectly intimidate, threaten, 
coerce any other individual for the purpose of interfering with any right an employee may have to d
not to donate, receive, or use annual leave under this chapter.

9.11.1. Adequate publicity will be provided by management officials when an application to re
transferred annual leave is approved.  Therefore, the leave recipient is discouraged from exp
any personal solicitations to procure transferred annual leave from other employees.

9.11.2. For the purposes of this chapter the term “intimidate, threaten, or coerce” includes a p
tion of promise to confer any benefit associated with employment (such as appointment, prom
compensation, hours of work, or assignment of duties).  Effecting or threatening reprisal f
donating leave or donating leave to a specific employee is strictly forbidden. 

9.12. Emergency Leave Transfer Program. Authorized by Section 6391 of title 5 U.S.C. (as added
section 9004 of P.L. 105-18, Leave Transfer in Disasters and Emergencies, dated June 12, 1997), Ai
Force employees are allowed to make leave donations of annual leave to employees in their own 
or other agencies who are affected by major disasters and other emergencies.  Employees aff
major disasters may also be able to use leave donated under the Voluntary Leave Transfer Progra
also allows employees receiving such donated leave to use it before exhausting their own accu
annual and sick leave.  OPM Forms 1637, Application to Become a Leave Recipient Under the
gency Leave Transfer Program and 1638, Request to Donate Annual Leave under the Emergenc
Transfer Program, may be used for receiving donated annual leave or donating annual leave un
program.  (See 5 U.S.C. 6391.)
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Chapter 10 

FAMILY AND MEDICAL LEAVE

10.1. Purpose. This chapter implements the Family and Medical Leave Act of 1993 (FMLA) and 5 CFR
Part 630, Subpart L, Family and Medical Leave.  It entitles Federal employees to a total of 12 administra-
tive workweeks of unpaid leave during any 12-month period for certain family and medical needs as spec-
ified in 5 CFR 630.1203(a).

10.2. Coverage. This chapter applies to employees covered by 5 U.S.C. 6381(1).

10.3. Leave Entitlement. A covered employee is entitled to a total of 12 administrative workweeks of
unpaid leave (leave without pay) during any 12-month period for:

10.3.1. The birth of a son or daughter and care of the newborn.

10.3.2. The placement of a son or daughter with the employee for adoption or foster care.

10.3.3. The care of a spouse, son, daughter, or parent of the employee with a serious health condition.

10.3.4. A serious health condition, as defined in 5 CFR 630.1202, of the employee that makes the
employee unable to perform duties of their position.  NOTE:  An employee may elect to substitute
paid leave IAW paragraph 10.9.  An employee must provide written medical certification of a serious
health condition, signed by the health care provider no later than 15 workdays after the date requested
by the Air Force.  

10.4. Requirement to Invoke FMLA. An employee must invoke the employee’s entitlement to fam
or medical leave subject to proper notification and medical certification requirements in 5 CFR 63
and 5 CFR 630.1207.  Request for FMLA must be supported by evidence that is administratively 
able to the Air Force.  If an employee does not comply with the request for sufficient medical certific
the employee is not entitled to leave under FMLA.  Barring emergency situations not known in ad
an employee must provide the employing agency 30-days advance notice of intent of the need for
and may not retroactively invoke his or her entitlement to FMLA.  An employee may take up to 12 a
istrative work weeks of family and medical leave necessary for the circumstances that prompted t
for FMLA.  This leave may be taken intermittently.

10.5. Effective Date of FMLA. The 12-month period referred to in paragraph 10.3. begins on the da
employee first takes leave for a family or medical need and continues for 12 months.  An employe
entitled to 12 additional workweeks of leave until the previous 12-month period ends and an event
that entitles the employee to another period of family or medical leave.  (This may include a contin
of a previous situation.)

10.6. Covered Employees. FMLA is available to full-time and part-time employees.  An employee m
have completed 12 months of service (not required to be recent or consecutive if applying for 
under 5 CFR 630.1201(b)(ii)).  A total of 12 administrative workweeks will be made available equa
full-time or part-time employees in direct proportion to the number of hours in the employee’s reg
scheduled administrative workweek.  The 12 administrative workweeks of leave will be calculated
hourly basis and will equal 12 times the average number of hours in the employee’s regularly sch
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administrative workweek.  If the number of hours in an employee’s workweek varies from week to
a weekly average of the hours scheduled over the 12 weeks prior to the date leave begins will be
the basis for the calculation.  

10.7. Protection of Employment and Benefits. Upon return from FMLA leave, the employee must b
returned to the same position held when the leave began or an equivalent position with equivale
fits, pay, status, and other terms and conditions of employment.  An equivalent position must be
same commuting area and must have the same or substantially similar duties and responsibilitie
position held when the leave began.

10.8. Health Benefits. While on FMLA leave, the employee is entitled to maintain health benefits co
age under the FEHB Program.  If the employee is on leave without pay under the FMLA, the empl
responsible for paying the employee share of the health benefits premium.

10.9. Substitution of Paid Leave. An employee may choose to substitute annual leave for unpaid l
under the FMLA.  Substitution of paid leave for FMLA cannot be done retroactively.  An employee
also substitute sick leave in those situations in which the use of sick leave is permitted and m
advance.  (See 5 CFR 630.1205(3).)  Advanced annual or sick leave and/or leave made availab
employee under the Voluntary Leave Transfer Program may also be available.

10.10. Expanded Family and Medical Leave Policies. Employees may schedule and take up to 
hours of leave without pay each leave year for participation in school activities, routine family m
appointments, and elderly relatives’ health needs.
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LEAVE FOR BONE-MARROW OR ORGAN DONATION

11.1. Absence to Serve as a Bone-Marrow or Organ Donor. An employee is entitled to use 7 days of
paid leave each calendar year  (in addition to annual or sick leave) to serve as a bone-marrow donor and
an employee may use up to 30 days of paid leave as an organ donor.  Bone-marrow or organ donor leave
may be used, but is not limited to, such situations as blood testing, tissue testing, counseling, physical
examinations, travel time, surgery, and recuperation.  Employees who are screened, but not accepted as
donors, are entitled to bone-marrow or organ donor leave for their absences in conjunction with their
attempt to be donors.  Medical procedures and recuperation depend on the circumstance of each case.
Record this type of leave on the time and attendance documentation under administrative or other leave
category.  (See 5 U.S.C. 6327.)

11.2. Absence of Employee Having Bone-Marrow Removed. An individual having bone-marrow
removed and stored for future use is not a “donor,” and the benefit of 7 days of paid time off w
intended for someone who is undergoing such a procedure for his or her own needs.  Sick leave
leave, and advanced annual and sick leave are available to an employee facing this type of medic
dure.  In addition, leave donated under the Voluntary Leave Transfer Program and LWOP un
FMLA may be used if the condition meets the requirements of these programs.
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HOME LEAVE

12.1. Home Leave Entitlement. Home leave is authorized after an employee has completed 24 months
of continuous service abroad.  Service abroad means service on and after 6 September 1960, by an
employee at a post of duty outside the United States and outside the employee’s place of residen
place of residence is in the Commonwealth of Puerto Rico or a territory or possession of the United
Home leave is earned at a rate of 5, 10, or 15 days based on the number of months of service ab
criteria in 5 CFR 630.604.  (See 5 CFR 630.605(a) for Home Leave-Earning Table.)  

12.2. Subsequent Service Abroad. In accordance with 5 CFR 630.606(c)(2) and DoD 1400.25-M, DoD
Civilian Personnel Manuel, Subchapter 1260, Home Leave, home leave may be granted only when 
employee has completed 24 months of continuous service abroad.  Home leave not granted d
employee’s period of service abroad, or within a reasonable period after returning from service 
when it is contemplated that the employee will return to service abroad immediately or on comple
an assignment in the United States, may be granted only when the employee has completed a fur
stantial period of service abroad.  This further substantial period of service abroad may not be less
tour of duty prescribed for the employee’s post of assignment, except when the responsible Majo
mand/DPC, or designee, determines that an earlier and shorter grant of home leave is warran
case-by-case basis.  

DONALD L. PETERSON,   Lt General, USAF
DCS/Personnel
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GLOSSARY OF REFERENCES AND SUPPORTING INFORMATION
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Public Law 102-484, National Defense Authorization Act for Fiscal Year 1993, October 23, 1992

Public Law 103-337, National Defense Authorization Act for Fiscal Year 1995, October 5, 1994

Public Law 103-353, Uniformed Services Employment and Reemployment Rights Act of 1994, October
13, 1994

Public Law 105-18, Leave Transfer in Disasters and Emergencies, June 12, 1997 

Title 5, United States Code, Government Organization and Employees, current edition

Title 5, Code of Federal Regulations, Administrative Personnel, current edition

Title 7, Civil Rights Act of 1964, July 2, 1964

Title 38, United States Code, Veterans’ Benefits, current edition

Title 42, United States Code, Section 2000e-16, Employment by Federal Government, current edition

DoD 1400.25-M, Civilian Personnel Manual, current edition

DoDD 5200.2, DoD Personnel Security Program, current edition

DoD 7000.14-R, Financial Management Regulation, current edition

AFPD 36-8, Employee Benefits and Entitlements

AFI 31-501, Personnel Security Program Management

AFI 36-105, Civilian Personnel Servicing Arrangements

AFI 36-401, Employee Training and Development

AFI 36-701, Labor Management Relations

AFI 36-807, Weekly and Daily Scheduling of Work and Holiday Observances

Abbreviations and Acronyms

AFI—Air Force Instruction

AFPD—Air Force Policy Directive

ART—Air Reserve Technician

AWOL— Absence Without Leave

CFR—Code of Federal Regulations

COP—Continuation of Pay

CPF—Civilian Personnel Flight

DFAS—Defense Finance and Accounting Service
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DoD—Department of Defense

FEGLI— Federal Employees’ Group Life Insurance

FEHB—Federal Employees Health Benefit

FFLA— Family Friendly Leave Act

FMLA— Family and Medical Leave Act of 1993

LWOP—Leave Without Pay

LWOP-US—Leave Without Pay-Uniformed Services

MAJCOM— Major Command

OPM—Office of Personnel Management

OWCP—Office of Workers’ Compensation

P.L.—Public Law

SF—Standard Form

TSP—Thrift Savings Plan

U.S.C.—United States Code

USERRA—Uniformed Services Employment and Reemployment Rights Act of 1994

Terms

Absence Without Leave (AWOL)—An absence from duty which was not authorized or for which leave
has been denied.  Neither the denial of leave nor the time and attendance reporting of AWOL is punitive,
and neither means that the employee has insufficient reason for requesting leave.  Note:  Rather, it means
that the employee’s presence is required and that the reason for requesting it is not one for whic
must be approved.  The employee’s failure to honor the leave denial and the unauthorized abse
form the basis for disciplinary or adverse action.

Accrued Leave—Leave earned by an employee during the current leave year that is unused at any given
time in that leave year.

Accumulated Leave—Unused leave remaining to the credit of an employee at the beginning of a leave
year.

Administrative Workweek— A period of 7 consecutive calendar days designated in advance by the head
of an agency under 5 U.S.C. 6101.

Agency—Agency is defined as the Air Force.

Adoption—A legal process in which an individual becomes the legal parent of another’s child.

Approving Official— The individual or designated representative who acts as the approving/
disapproving official for civilian absence and leave programs, e.g., for receipt of transferred annual leave.

Armed Forces—The Army, Navy, Air Force, Marine Corps, and Coast Guard.

Available Paid Leave—Accrued or accumulated annual or sick leave and recredited and restored annual
or sick leave.  Available paid leave does not include annual or sick leave advanced to an employee or any
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annual leave transferred and accrued under the Voluntary Leave Transfer Program provisions.

Contagious Disease—A disease which is ruled as subject to quarantine, requires isolation of the patient,
or requires restriction of movement by the patient for a specified period, as prescribed by health
authorities having jurisdiction.  Childhood diseases such as measles and chicken pox that require isolation
meet this definition.

Employee—An individual who meets the definition under 5 U.S.C. 6301(2).

Essential Functions—The fundamental job duties of an employee’s position.  An employee who mu
absent from work to receive medical treatment for a serious health condition is considered un
perform the essential functions of the position during the absence for treatment.

Family and Medical Leave—An employee’s entitlement to 12 administrative workweeks of unp
leave for certain family and medical needs.

Family Friendly Leave—Under FFLA, sick leave used to provide care for a family member as a result of
physical or mental illness, injury, pregnancy, childbirth, or medical, dental, or optical examination or
treatment; or to make arrangements necessitated by the death of a family member or attend the funeral of
a family member.

Family Friendly Leave Act—Most covered full-time federal employees may use up to 104 hours (13
days) of sick leave each year to care for a family member or to arrange for or attend the funeral of a family
member.  Part-time employees and those on uncommon tours of duty may also use sick leave.  The
amount will depend on their average scheduled weekly hours.  (See paragraph 3.3.)

Family Member—Under FFLA, the following relatives of the employee:  Spouse, and parents thereof;
children, including adopted children and spouses thereof; parents; brothers and sisters, and spouses
thereof; and any individual related by blood or affinity whose close association with the employee is the
equivalent of a family relationship.  For a definition of a family member under FMLA, see paragraph
10.3.  The definition of a family member under the FMLA is more restrictive.  

Foster Care—24-hour care for children in substitution for, and away from, their parents or guardian.
Such placement is made by or with the agreement of the State as a result of a voluntary agreement by the
parent or guardian that the child be removed from the home, or pursuant to a judicial determination of the
necessity for foster care, and involves agreement between the State and foster family to take the child.
Although foster care may be with relatives of the child, State action is involved in the removal of the child
from parental custody.

Funeral Leave—Leave authorized in connection with funerals of immediate relatives in the Armed
Forces.

Health Care Provider—Any physician who is board-certified in a medical specialty, or a physician
serving on active duty in the uniformed services who is board-eligible and who is designated by the
uniformed service to perform examinations.  Also includes other appropriate practitioners such as:
physician assistants, chiropractors, psychologists, nurse practitioners, licensed occupational and physical
therapists, dieticians, Christian Science practitioners, Native Americans who practice traditional healing
methods, etc.

Immediate Relative or Immediate Family—The following relatives of a deceased member of the
Armed Forces:  Spouse, and parents thereof; children, including adopted children, and spouses thereof;
parents; brothers and sisters, and spouses thereof; and any individual related by blood or affinity whose
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close association with the deceased was such as to have been the equivalent of a family relationship.

Incapacity—The inability to work, attend school, or perform other regular daily activities because of
serious health condition or treatment for or recovery from a serious health condition.

Leave Donor—An employee whose voluntary written request for transfer of annual leave to the annual
leave account of a leave recipient is approved by the employee’s own CPF or organization of assi

Leave Recipient—A current employee for whom the employing agency has approved an application to
receive annual leave from the annual leave accounts of one or more leave donors.

Leave Without Pay (LWOP)—An absence from duty in a nonpay status.  Leave without pay may be
taken only for those hours of duty comprising an employee’s basic workweek.  A temporary stat
absence from duty granted upon the employee’s request.  Except where specifically authorized b
this instruction as a matter of right, granting of leave without pay is a matter of administrative disc
The fact that it is a scheduled absence requiring approval distinguishes it from absence withou
which is an absence without permission that may serve as the basis for disciplinary action.

Leave Year—The period beginning with the first day of the first complete pay period in a calendar year
and ending with the day immediately before the first day of the first complete pay period in the following
calendar year.

Medical Certificate—A written statement signed by a registered practicing physician or other
practitioner certifying to the incapacitation, examination, or treatment, or to the period of disability while
the patient was receiving professional treatment.

Medical Documentation—“Medical documentation” or “documentation of medical condition” is
written statement signed by a licensed physician or health care provider which provides the fol
information, or the parts identified by the activity as necessary and relevant:  (1) The history 
medical conditions, including references to findings from previous examinations, treatmen
responses to treatment.  (2) Clinical findings from the most recent medical evaluation, including 
the following which have been obtained:  Findings of physical examination; results of laboratory
X-rays; EKGs and other special evaluations or diagnostic procedures; and, in the case of psy
evaluation of psychological assessment, the findings of a mental status examination and the re
psychological tests, if appropriate.  (3) Diagnosis, including the current clinical status.  (4) Prog
including plans for future treatment and an estimate of the expected date of full or partial recovery. 
explanation of the impact of the medical condition on overall health and activities, including the ba
any conclusion that restrictions or accommodations are or are not warranted, and where t
warranted, an explanation of their therapeutic or risk avoiding value.  (6) An explanation of the m
basis for any conclusion which indicates the likelihood that the individual is or is not expected to
sudden or subtle incapacitation by carrying out, with or without accommodation, the tasks or duti
specific position.  (7) Narrative explanation of the medical basis for any conclusion that the m
condition has or has not become static or well stabilized and the likelihood that the individua
experience sudden or subtle incapacitation as a result of the medical condition.  In this context, “s
well-stabilized medical condition” means a medical condition which is not likely to change
consequence of the natural  progression of the condition, specifically as a result of the norma
process, or in response to the work environment or the work itself.  “Subtle incapacitation” m
gradual, initially imperceptible impairment of physical or mental function whether reversible or not w
is likely to result in performance or conduct deficiencies.  “Sudden incapacitation” means abrupt o
loss of control of physical or mental function.  
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Medical Documentation Review—Means assessment of medical documentation by, or in coordination
with, a physician to ensure that the following criteria are met:  (1) The diagnosis or clinical impression is
justified according to established diagnostic criteria.  (2) The conclusions and recommendations are not
inconsistent with generally accepted medical principles and practice.  If the physician believes the
“permanent” medical condition and attending restrictions pose a significant risk to the employee’s
and safety, the physician should indicate this in the medical documentation.

Medical Emergency—A medical condition of an employee or a family member of an employee that is
likely to require an employee’s absence from duty for a prolonged period of time and would resu
substantial loss of income to the employee because of the unavailability of paid leave.

Paid Leave Status—The administrative status of an employee while the employee is using accrued or
accumulated annual or sick leave.

Parents—A biological parent or an individual who stands or stood in loco parentis (refers to the situation
of an individual who has day-to-day responsibility for the care and financial support of a child) to an
employee when the employee was a son or daughter.  This does not include parents “in law.”

Physician—A licensed Doctor of Medicine or Doctor of Osteopathy, or a physician who is serving on
active duty in the uniformed services and is designated by the uniformed service to conduct examinations.

Serious Health Condition—An illness, injury, impairment, or physical or mental condition that involves
inpatient care or continuous treatment by a health care provider.

Shared Leave Status—The administrative status of an employee while the employee is using transferred
leave under the Voluntary Leave Transfer Program.

Static or Well-Stabilized Medical Condition—A medical condition which is not likely to change:
(1) As a consequence of the natural progression of the condition.  (2) Specifically as a result of t
normal aging process.  (3) In response to the work environment or the work itself.

Subtle Incapacitation—Gradual, initially inapparent impairment of physical or mental function which is
likely to result in a performance failure, whether reversible or not.

Sudden Incapacitation—Abrupt onset of loss of control of physical or mental function.

United States—The 50 states and the District of Columbia.
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